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yours for better letters: 


7 BIG ADVANTAGES 
on the world’s finest 
standard typewriter 


1. “Response-O- Matic” Action — 
for a typing response unmatched 
by any other make. 

2. Amazing Page Gage — to take 
the guesswork out of page-end 
typing. 

3. Instant-Set Margins—the 
smoothest, fastest margin-setting 
system ever devised. 

PLUS: 

4. Total Tab Clear Lever... 

5. Colorspeed Keyboard... 

6. Coordinated Scale System... 
7. Interchangeable Platens. 

Call your Smith-Corona repre- 
sentative for demonstration. 


Sm 1 t h -Co ron a I ne Syracuse 1 New York Branch Offices or Dealers in Principal Cities 


For More Information Circle No. 269 


THE OFFICE, Magazine of Manazement, Equipment, Methods, January, 1957, Vol. 45, No. 1. Published monthly 

by Office Publications Co., 232 Madison Ave., New York 16, N. Y. Accepted as controlled circulation publication 

at East Stroudsburg, Pa. Printed in U. 8. A. Subscription $3 per year, $5 for 2 years, to U. S. and Possessions 
Elsewhere $4 a year, $6 for 2 years. 35c a copy. 





MIMEOGRAPH Papers for 
ae ae. Stencil Duplicating 


wa 


WAUSAU makes ail of them.. 


to increase production efficiency in 
each duplicating process. 


Perfect ink reception, ease of handling in high 


speed operation, and clear, sharp, easy-to-read 


DUPLICATOR Papers 
for Fluid or 
Gelatin Process 


impressions On typewriters and other offic 
machines are features you naturally associate 


with all WAUSAU IMPRESSION PAPERS 


ra! : The com{ lete line of WAUSAU IMPRES 
WAU@SAU- SION PAPERS is available nationally thr ugh 
asmanae PAPERS authorized distributors and statior 


WAUSAU PAPER MILLS 
General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 


GoX* 


MILLS at Cs) 


BROKAW, WISCONSIN Member — Wisconsin Paper Group 
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—MARIETTA CONCRETE CORPORATION, Marietta, O. 
“Leading Manufacturer of Pre-Cast Concrete Products’ 


‘National Accounting Machines satisfy our every accounting 
need—accounts receivable and payable, cost and sales analysis, 
payroll, and general ledger. They maintain the timing re- 
quired for record control at our five widely-separated plants. 

“We require less detailed accounting work than many con- 
cerns. Yet, Nationals save us $12,100 a year on our original 
investment of $9,830—or $1.23 on every dollar invested. 

““National’s versatility permits convenient shifting from 
one job to another. Operator training is simple. The auto- 
matic operations produce more 


work with far less effort. YL CN, President 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


989 OFFICES IN 94 COUNTRIES 


For More information Circle No. 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show bow 
much you can save—and why your 
operators will be happier. 


PTRADE MARK REG U8. PAT OFF 


Sattonal’ 
ACCOUNTING MACHINES 


ADDING MACHINES « CASH REGISTERS 
s ee meee | 
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INU Key,.V-Wile) MN, ey he) 
CONVENTIONAL EQUIPMENT 


What Is Management’s Opinion? 


HE CONSENSUS OF OPINION among office management executives, 
as indicated by this year’s Forum, has changed considerably since a 
year ago. More executives are thinking about automatic data processing 
and many are planning to introduce automatic machines into their offices 
as soon as feasible. Fewer are scoffing at electronic computers. Not all 
intend to order such an installation this year, but they expect models for 


their particular use to become available in the foreseeable future. 


One other opinion stands out strongly. Very few believe there will 
be any lessened demand for conventional office equipment for a long while 
to come, if ever. Even offices using large electronic computers and fully 
automated systems are still very much in the market for almost all types 
of regular machines, furniture, ete. In fact, the widespread plans for 
plant and office expansion in every line of business and industry, and the 
continued shortage of personnel, indicate that this will be a record-breaking 
vear for the office equipment industry (for other industries, too). 


The following pages contain an interesting sampling of the many 
opinions received from office executives in this annual Forum, and ar 


representative of all those received. 
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Management Forum 


Installing Automatic Equipment 


We expect to maintain our usual 
level of office equipment purchasing in 
the future with respect to 
replacements. However, purchases of 
such equipment will substantially in- 
crease during 1957 and 1958 because 
of expansion in our chemical divisions 

At present, we are concentrating on 
the use of mechanical equipment to 
absorb the anticipated increase in the 
administrative workload as a _ result 
of this expansion and also to overcome 
the shortage of trained personnel. New 
equipment will include that which will 
operate in conjunction with our present 
electronic computer installation, name- 
ly, Computypers, tape-to-card convert- 
ers and a tele-typewriter installation 
for rapid transmission of accounting 
information.—M. J. DEVANEY, Con- 
troller, National Distillers Products 
Corp., New York. 


foreseeable 


Planning Punched Tape Systems 


We find that it will be necessary for 
us to continue with the many diversi- 
fied accounting machines as at present, 
but with the hope that many of them 
will be harnessed to punched tape re 
cording devices. The object, of course, 
being to record our information on a 
permanent multi-use tape at the instant 
the information is first recorded, in 
order that subsequent pick-ups and re 
capitulation are simplified through this 
versatile first-instant recording. 

It will be some time before a com- 
pany our size will be able to adapt it- 
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self to one tremendous computer o1 
even more than one, to the extent that 
many of the various office machines cal 
be by-passed. It is our ultimate hope 
that we will be able to reduce the num 
ber of desks, chairs and filing cabinets 
involved by having less personnel, due 
to the fact will be recording 
our information at the point of source, 
into tapes or cards.—R. W. McEWEN, 
Controller, McCurdy & Co., Rochester, 
Nes 


that we 


Accounting & One-Writing Systems 


this 
more years, 


1 for at least 
several our purchases of 
conventional equipment will remain at 
or slightly above the level of the last 
few years. Also, the use of punch 
equipment will considerably 

Insofar as conventional equipment is 
concerned, management can most profit 
ably invest in multiple-register 
ing machines equipment for one 
writing systems, either duplicating o1 
photocopying. Also punched 
tems and equipment for 
savings and to facilitate the 
tion of electronic computers in the 
foreseeable future.—C. S. WEBSTER, 
Controller, National Biscuit Co., New 
York. 


During year, ant 


card 


increase 


account 


and 


card sys 
immediate 
introdus 


Trend to Electronic Accounting 


While we feel there will always be 
a need for conventional office machines, 
we believe the trend of accounting ma 
chines is toward electronic 
so that information is 


machines 
more quickly 





compiled for use by management. We 
believe that at some future date, the 
controller will have an electronic board 
which will change and record informa- 
tion constantly so that he will have 
latest figures available at all times. 
J. H. BARBER, Secretary, Metalweld, 
Inc., Philadelphia. 


Duplicators and Message Conveyor 


We expect to maintain our usual level 
of office equipment purchasing; in fact, 
possibly increase it. We are always on 
the lookout for equipment which will 
do the job better and more efficiently. 
At the present, we are investigating 
vertical filing equipment for filing of 
large forms and maps. 

Our management is presently in- 
vesting in duplicating equipment to 
quite an extent, always looking for bet- 
ter, faster, and more economical means 
of duplicating. We are investigating the 
possible use of message conveyor equip- 
ment. We believe that a number of our 
operations can use this type, principally 
the V-belt message conveyor, to excel- 
lent advantage. — KARL C. J. 
SCHRICKER, Chairman, Manual Com- 
mittee, Sales Dept., Dow Chemical Co., 
Midland, Mich. 


Bread-and-Butter Equipment 


Sales audit is one function which I 
feel sure eventually, and in the not too 
far distant future, will be mechanized 
completely due to electronic cash reg- 
isters and punch tape equipment. Re- 
ceivables and payables departments 
will eventually be using electronic equip- 
ment although it will be some time be- 
fore this is accomplished except in very 
large operations. 

A study of costs of the different types 
of equipment should be very thorough 
before purchasing machines for sales 
audit, receivable or payables, especially 
in a smaller operation, as the costs of 
electronic machines are often prohibi- 
tive for the amount of work to be proc- 
essed. I feel that management can safely 


invest in the bread-and-butter products 
such as adding machines, calculators 
and typewriters, but considerable 
thought should be given to the purchase 
of accounting machines. — MARY 
GREEN, Buck’s, Inc., Wichita, Kans. 


Common Language Machines 


It is our 
usual 
chases 


intention to continue our 
level of office equipment pur- 
in the foreseeable future. Each 
year we move a little further into the 
electronic calculator field, and we have 
recently become very interested in 
common language, tape operated ma- 
chines. We are making (in particular) 
a survey to determine application of 
common language machines to our op- 
eration—M. C. FINLEY, Vice Presi- 
dent & Secretary, Southwestern Invest- 
ment Co., Amarillo, Texas. 


Still Need Conventional Machines 


Throughout government, where the 
element of speed is of unusual impor- 
tance, electronics is furnishing the an- 
swers rapidly, accurately, and in the 
opinion of many, expensively. In Na- 
tional Defense and in many other areas, 
the time saved (and lives saved) are 
such as to dwarf the dollar cost. In 
many other fields of both government 
and industry, use of electronic devices 
and their resultant speed, could be com- 
pared to the driver who steps on the 
accelerator to reach the next traffic light 
in order to wait for it to turn green. 
Such hurry is waste and the excessive 
cost unwarranted. 

Developments in conventional office 
equipment are keeping pace with the 
onward surge in electronics. It has been 
my own feeling that the electronic com- 
puters in use today in both government 
and industry have made more essential 
the support functions of the conven- 
tional but modernized office equipment. 

In Army Audit Agency we have, to 
a great extent, adopted the electric type- 
writer which is such a boon to the com- 
fort of the secretary, but we still buy 
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quantities of manual typewriters since 
many girls prefer them, probably as a 
protest against change. We use hun- 
dreds of conventional adding machines, 
calculators, computers, duplicators, 
photocopy machines and a myriad of 
other office aids which are available 
and so necessary. Throughout Army, we 
find location after location where use 
of electronic equipment will never be 
justified and continued use of standard 
equipment is contemplated. Until such 
time as electronic equipment prices are 
less than one-third of those in existance 
today, there will continue to be a grow- 
ing demand for conventional equipment. 
This date, I believe, is more than a 
decade in the future —CLARK L. SIMP- 
SON, Controller, Army Audit Agency, 
Washington, D. C. 


Filing and Inventory Controls 


Our plans for 1957 will be consistent 
with those of prior years. We plan no 
increase in equipment expenditures un- 
less the manufacturers’ representatives 
can prove a potential savings in labor, 
information or both. I feel that profit- 
able equipment investments would be 
in office filing and inventory controls. 

The most expensive item in any 
office is an employee. Economical op 
erations can only be accomplished by 
well trained and properly tooled per- 
sonnel. The management must, for 
office efficiency, have a minimum 
amount of special reviews, analysis, 
etc., that are not provided for in normal 
operations.—J. A. SULLIVAN, Adminis- 
trative Assistant, Zenith Radio Corp. 
of California, Los Angeles. 


Horse-and-Buggy Office Far Off 


While great strides have been made 
in the fields of automation and elec- 
tronics we feel that, before the results 
are adaptable to banks in the small and 
medium sized fields, a great amount of 
research and experimentation must still 
be made. This must take time in spite 
of what has already been accomplished. 
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In addition, to make such equipment 
economically attractive to such banks 
suggests a time element which still 
seems indeterminable, perhaps far off. 

For these reasons we have no pres- 
ent idea of curtailing our present pur- 
chasing of equipment to augment the 
system now in use. Furthermore, should 
we be proved wrong and an investment 
in electronic equipment seems feasible 
sooner than expected, we would not 
hesitate to scrap our present systems 
regardless of their age. In view of the 
Revenue Law governing depreciation 
this procedure would not be too ex- 
travagant. Management, except for the 
very large banks, can profitably and 
conservatively continue their equipment 
purchases in the next year as they have 
in the past. Conventional equipment, to 
our way of thinking, is a long way from 
joining the horse and buggy.—R. R. 
STONER, Controller, Dauphin Deposit 
Trust Co., Harrisburg, Pa. 


Studying Electronic Equipment 


All of us know that great advances 
are being made in the office equipment 
field, and we endeavor to keep abreast 
of the latest developmnts. However, 
at this time we are not planning any 
drastic changes in our present equip- 
ment. Our home office and field force 
is continually expanding and as needed, 
new equipment incorporating the latest 
developments, if advantageous to us, 
is added. This company has estab- 
lished an active committee to study 
the usefulness of all of the electronic 
equipment. This study is continuing, 
and I am sorry that I cannot release 
definite conclusions at this time. 
GEORGE H. REDFORD, Supervisor, 
Purchasing, Connecticut Mutual Life 
Insurance Co., Hartford. 


Adding an Electronic Computer 


Speaking strictly from our own experi- 
ence, I would say we will continue to 
purchase and use the same types of of 





fice equipment we are now using with 
the exception of the addition of a Uni- 
vac in our accounting department.—T. 
R. EDKINS, Purchasing Agent, W. J. 
Voit Rubber Corp., Los Angeles. 


Sees Long Changeover Period 


While there can be no doubt that 
electronic machines are coming into 
more and more usage by large com- 
panies, it seems doubtful that this type 
of equipment can expect to find any 
large amount of usage in the medium 
size or smaller company, in the near 
future. In my opinion, the change from 
manual office machines to electronic 
machines is still making up the bulk 
of the present changeover in the office 
equipment field. It seems that even 
this stage of changeover in equipment 
has quite a large transition period 
ahead. 

We expect to maintain our normal 
level of equipment purchases in the 
foreseeable future, as in the past, how- 
ever, I cannot help but feel that the 
most profitable investment in new equip- 
ment, amounting to any considerable 
expense, would be toward the electronic 
machine. Practically speaking, I feel 
that perhaps an even larger transition 
in non-electronic office equipment is 
taking place, for it is difficult to believe 
that most medium size or small offices 
are interested practically in electronic 
development.—J. W. BURKHARD, Office 
Manager, American Stores Co., Johns- 
town, Pa. 


Regular and Electronic Machines 


In the next two years, we anticipate 
that our purchases will be at least as 
much as the average over the past five 
years. We expect to continue to pur- 
chase desks, chairs, files, adding ma- 
chines and calculators in approximately 
the same amounts as in past years. We 
are reluctant to make commitments 
for proof machines or bookkeeping ma- 
chines because we anticipate that elec- 
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will be available in 
the next five years 
The cost of electronic equipment fol 
those uses will be greater than we 
have been paying for mechanical equip 
ment and it seems probable that it 
will be purchased from the same com 
panies that we have been purchasing 
mechanical equipment. As a matter of 
fact, we have ordered two semi-elec- 
tronic bookkeeping machines from one 
of the companies from whom we havs 
customarily purchased bookkeeping 
machines, and the cost of this equip 
ment is 2% times that paid for me 
chanical units—EDWARD F. LYLE, 
Senior Vice President & Controller, 
City National Bank & Trust Co., Kansas 
City, Mo. 


Tape-Writing Equipment 

We expect to maintain our purchasing 
of office equipment on about the same 
level as in previous years. We feel that 
our operations are not quite large 
enough to invest in a great deal of 
equipment for automation. It is our 
plan at the present time, to survey our 
operations with the anticipation of in- 
stalling IBM typewriter-to-tape equip- 
ment in the early part of 1958. Any 
further expansion is not planned at the 
present time—E. D. PRICE, Office 
Manager, Indiana Farmers Mutual In- 
surance Co., Indianapolis. 


tronic equipment 
that field within 


Ten Per Cent More Equipment 


We expect to purchase equipment in 
1957 comparable to equipment bought 


in 1956. Our budget is based on a 10% 
increase in business for 1957; there- 
fore, we expect to purchase possibly 
10% more equipment such as desks, 
typewriters, calculators and adding 
machines, than we purchased in 1956 
We have on order a 605 electronic data 
processing machine which we may in 
stall approximately January 1, 1958.— 
ERNEST M. DELP, Secretary-Treasurer, 
Harleysville Mutual Casualty Co., 
Harleysville, Pa. 
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when it must 
command 


attention.. 


demand priority.. 


put it on 


Atlantic Bond! 


Make your message stand out—and demand priority — put it on ATLANTIC BOND! 
ATLANTIC BOND is a crisp, sparkling blue-white—looks impressive, feels important. 


ATLANTIC BOND is the genuinely watermarked Bond...first in its field 
in sales...because it’s better-formed, better-looking. 
Impressions take better—and you make a better impression. 


ATLANTIC BOND is moisture-controlled for 
Reproduction Department, 
dimensional stability. That means fT Mancas City tie tneurence Co 
more accurate register on every of 
run...a better-looking job... 
and no wasted time or money 
on re-runs. For the best 
impression every time—run 
it on ATLANTIC BOND. 
See your franchised Eastern 


Merchant now. 


EASTERN 
ATLANTIC BOND 


E 
ATLANTIC DUPLICATOR 


rte wae | nt ic Pa pe PS EER 


FINE PAPERS 
PRODUCTS OF EASTERN CORPORA ) MANUFACTURER ] TY ER AND PURO 
MILLS AT BANGOR AND LINCOLN, MAINE . aft ‘OFFICES NEW YORK 80 $1 ON PHILADELPHIA. CHICAG ame aft Ant os 


For More Information Circle No. 243 
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Present Machines Will Remain 


We expect to maintain our level of 
office equipment purchasing and think 
that management can profitably invest 
in the same conventional equipment 
this year. We have a complete IBM 
accounting, cost and payroll system for 
our four northern New York mills. How- 
ever, we still use the same type and 
number of conventional office machines 
as we did before we installed punched 
ecards in 1950. Yet our mill production 
has gone up about 50% and we have 
expanded our cost systems materially— 
all without any added personnel in the 
accounting department. Tabulating 
equipment pays off in volume workload, 
but the other machines will never go 
out of existence.—FRED B. BELL, Di- 
visional Controller, St. Regis Paper Co., 
Deferiet, N. Y. 


Modular Office Furniture 


No mechanization to date has had 
any impact on reducing office person- 
nel by any substantial number. The 
shortage of office help is so great that 
any equipment which can save personnel 
will help only to alleviate this condition 
and will not create a point of unemploy- 
ment. Therefore, I believe that the 
equipment sales for our present 
personnel level wiil be maintained, if 
not increased, especially as we are be- 
ginning to look at office equipment on 
the basis of not a one-time purchase 
but of a capital expenditure to be amor- 
tized over a number of years. 

Management can safely invest in all 
office furniture, especially the modular 
type, as this will not be out-of-date in 
any foreseeable future. Management can 
also invest in any equipment which is 
interchangeable and can be used with 
an integrated data processing operation. 
All office tools and office machines of 
the medium price category will not be 
obsolete for a long time to come.— 
RICHARD NEUMAIER, Systems 
Analyst & Consultant, Philadelphia. 
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To Expand Automatic Systems 


I believe we will continue to purchase 
very much the same type of equipment 
that we have been. We use mostly 
electric adding machines and electric 
calculators. We are going to purchase 
electric typewriters to replace manual 
typewriters in most instances. We have 
an electronic time system and will con- 
tinue its use and, where needed in 
our expansion program, will purchase 
similar equipment. We also have used 
International Business Machines for all 
of our accounting program. Some expan- 
sion was made in the program by add- 
ing Cardatype equipment in a billing 
program. No changes contemplated in 
this program considering available 
equipment on the market today. We 
use a Flexowriter in our special typing 
section. It has been quite versatile and 
many ‘Unusual and repetitive jobs are 
done on this machine. 

I am quite interested in dictation by 
telephone. We have telephone equip- 
ment, which is readily adaptable to 
this. We are studying further use of 
Flexowriters in our billing section. We 
may be able to use the by-product 
tape to punch accounts receivable tab- 
ulating cards. Further use can be de- 
veloped from this program. If the sys- 
tem is satisfactory, we could use our 
electronic time system to shut off or 
turn on air conditioning, lights, and 
various other pieces of equipment, 
which operate part of the time. The 
three changes mentioned above are be- 
ing considered at this time. As the 
year unfolds we will surely make more 
changes and I believe it will be in the 
field of electronic equipment.—KEN- 
NETH JAMISON, Manager Office 
Services, Indiana Farm Bureau Cooper- 
ative Assn., Indianapolis. 


New Microfilm Installation 


This will be a year of curtailment of 
the purchase of the usual typewriters, 
adding machines, calculators, etc., be- 
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SAVE! 

Employees don't disappear for 
15 and 30 minute periods. No 
telephoning or time lost collect- 
ing coffee orders. Multiply your 
own savings! 


BOOST MORALE! 
Employees prefer convenience of 
coffee where they work, when 
they want it. Saves them money, 
too. Costs less. No tipping. 


3 BEVERAGES! 


bouillon, too. All made to indi- 
vidual taste, always piping hot, 
always fresh. \ 


Not only coffee, but cocoa and 4) 


x 

x 
- 
4a 











Designed specifically for 

OFFICES * SMALL PLANTS * RETAIL STORES * LABORATORIES 
BEAUTY PARLORS * AUTOMOBILE SHOWROOMS * MOTELS 
For larger plants, too — a ‘Take-o-Break” Dispenser 
next to every water cooler cuts coffee-break travel time. 


yt RE A a a Bi TS sic 


now - 
firms with 10 to 100 employees can 


take the lost time 
out of 
coffee time 


New “Take-a-Break”’ Dispenser Brings 
Coffee Break as Close as Water Cooler — 
Serves Coffee, Cocoa, Bouillon! 


Now you can make a ‘real asset of the coffee break, even if 
you employ as few as ten. Eliminate the annoying, costly, 
twice-a-day exodus. Boost morale by providing hot beverages 
as close as the cooler. And watch your savings climb! 


All you need is a water cooler — your local “Take-a-Break” 
vending service takes over from there. They'll place a ““Take-a- 
Break” Dispenser next to the cooler and keep it sup- 
plied with self-service packets of Nescafé instant coffee 
(in 3-in-1 pack with Nescreme and sugar), EverReady® 
cocoa and soup. 


Another advantage — your employees make their own 
beverages to individual strength and taste, using thermo- 
statically controlled hot water from the fountain (easily 
arranged by your “Take-a-Break” vendor). The coin mecha- 
nism may be set to vend at 10¢, 5¢ or free. Includes cup 
and stir stick. 


Completely sanitary. No cleaning or spoilage. No big, 
unsightly machine, either. ““Take-a-Break” was designed 
for locations where appearance counts. Only 13” wide, 
color-matched to your cooler — attractive enough for your 
reception room. Write for complete details. 


1 LEHIGH INC., “'Take-a-Break"’ Division, Easton, Pa 
1 Send me the complete “Takée-a-Break"’ story and name of 


Get all the facts. Mail coupon today! '°<% “Te Freck" vendor. 


take-4: break: dispensers 


Name. 





Company. 
Address 








Zone State. 





LEHIGH INC., 1504 Lehigh Drive, Easton, Pennsylvania 
For More Information Circle No. 220 





cause we are erecting a new building 
and wish to conserve our resources. 
However, I believe we will buy a micro- 
film installation which we do not have 
now and a modern replacement for our 
addressing machine. A replacement for 
our duplicating machine is on the way 
now. — W. P. ARNOLD, Secretary, 
Rourke-Eno Paper Co., Hartford, Conn. 


Studying Automation for Future 


Yes, we certainly feel that we will 
continue to purchase office equipment 
for the proper maintenance of our or- 
ganization. However, we will continu- 
ally review any purchases with definite 
thinking as to whether or not they 
will work in with future automation 
studies which we are making. 

We are carefully studying and sur- 
veying the possibility of IBM equip- 
ment which we hope will completely 
mechanize our billing, statistical, stor- 
age and consignment warehousing, 
with a considerable savings in person 
nel—G. N. SIBLEY, Office Manager, 
American Sugar Refining Co., Balti- 
more. 


Good Market for Regular Machines 


We have been using IBM machines 
for accounting and statistical purposes 
for the past nine or ten years. We'll 
probably continue to use them for at 
least the next several years. The ma- 
chines are on a rental basis and will 
continue that way unless we're offered 
extremely attractive purchase prices. 
To date, none of the new equipment 
has impressed us as having overall 
appeal to a business of our kind and 
size. The emphasis has been on ma 
chines adaptable to large volume jobs, 
whereas our volumes are comparatively 
small. 

We understand that at 
manufacturer is giving serious thought 
to our kind of operation but it’s prob- 
able that any real development is at 
least a couple of away. If we 


least one 


years 
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then add the time required to study 
the equipment, and to program opera- 
tions, it means that we could hardly 
be ready for a change before 1961-62. 
Accordingly, we are proceeding into 
1957 with the thought of continuing all 
present and procedures and 
of adding IBM equipment as our needs 
require. We cannot afford to “watch 
and wait.” Should improvements be 
made in our present machines, we maj 
continue the present set-up indefinitely. 
Nevertheless, we are constantly stri\ 
ing for a better operation. If we find 
we can make an advantageous substitu 
tion, we will be sure to give it thorough 
consideration. 

I see no reason for believing that 
an investment in conventional machines 
during 1957 should not prove profitable 

where the usual reasons for purchase 
prevail. The exciting new equipment 
now available practical appeal to 
only a limited number of businesses 
The rest of us are still dependent on 
the more conventional machines. I can- 
not believe that business generally will 
delay installations or postpone expan- 
sion on a mere hope that something 
better will present itself. The expand- 
ing volume of today’s business will not 
tolerate tactics. Hence I expect 
there will be a good market for conven- 
tional machines. G. S. PHILLIPS, 
Contro!ler, Washington Post & Times 
Herald, Washington, D. C. 


Humans Are the Best Equipment 


We intend to mechanize our accounts 
payable (we do not have accounts re- 
ceivable) operation and our check 
register-distribution journal. As to what 
kind of office equipment would pay 
off profitably on the investment this 
year, it depends upon what is in use 
now by an enterprise. Bulk data 
processing lends itself quite readily to 
electronic machines. It was brought 
out at international cost confer 
ence in Chicago last summer that hand 
written forms are sometimes prefer- 
able to machine-written. Ordinarily, 


systems 


has 


such 


our 
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WATERFALL SEAT has foam rubber 1%” 
cushions over saddle shaped steel 
plate, with sides also foam padded 
all around. Turns smoothly on ex- 
clusive Cramer spindle bearing. 
Patented fingertip adjustments 
throughout; seat adjusts from 17%” 
to 21”. 


POSTURE-RIGHT BACK REST (also foam 
rubber cushioned ) adjusts easily up 
and down, forward and back, and has 
just enough “‘spring’”’ for solid com- 
fort. Hooded back box; slot for 
user’s name plate. 


REMOVABLE UPHOLSTERY in quality fab- 
rics, Nylon sewn, in one color or in 
decorator-styled two-tone combina- 
tions. Easy to replace when needed. 


MASSIVE BASE, formed steel, under- 
coated for sound absorption, has 
ball bearing casters with rubber 
wheels for easy, quiet response. 
Stainless steel scuff plates with 
resilient bumpers. 


For More 








CHALLENGER 
SECRETARIAL CHAIRS 


Here is smooth-sweep design- 
ing, dramatic two-tone color- 
ings and hour-after-hour 
comfort to serve the modern 
office staff — and engineered 
to serve them well through 
many years to come. Yet the 
moderate price is well worth 
your attention before you in- 
vest in office chairs. 


ASK YOUR CRAMER DEALER 


POSTURE CHAIR COMPANY, INC. 
1205 Charlotte, Kansas City 6, Mo. 
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however, mechanization is desirable. 
By and large, the most desirable office 
equipment is well adjusted human 
beings.—D. C. ELKINGTON, Controller, 
Homer Hayden’s, Inc., Muskegon, Mich. 


Mechanizing Credit Operations 


We will maintain our usual level of 
office equipment purchasing in the fore- 
seeable future, and surpass it consid- 
erably in several directions. We are 
entering the credit plate field of ac- 
tivity and for this will need elevator 
files, electrically operated, microfilm- 
ing equipment, IDP 5-channel tape 
processing for use with a Graphotype 
and Addressograph. We are already 
negotiating for these. 

It also appears that the remaining 
portion of our accounting process, not 
yet adapted to machine, can now be 
changed to advantage in that direction. 
A study is being made of this possi- 
bility. This is certainly an age of auto- 
mation. We have about 50 employees 
in this office who could not possibly 
keep up with the work except for the 
help of the machines. Nor could we 
finance this program if all of our func- 
tions had to be hand performed, as 
they were 10 and 20 years ago.—JOHN 
SCHLARB JR., Manager, Credit Bureau 
of Tacoma, Wash. 


Everything on Punched Cards 


We will continue to maintain our 
present level of office equipment pur- 
chasing with the exception of book- 
keeping equipment which is being re- 
placed by IBM. In other words, we will 
continue buying at the same rate on 
electric typewriters, ten-key adding 
machines, Comptometers, calculators, 
Addressograph equipment, dictating 
machines, filing cabinets and office 
furniture. We plan to put everything 
possible on punched cards. In fact, all 
that remains is the payroll system, note 
schedules, and miscellaneous cost re- 
ports.—-L. F. MacNEIL, Office Manager, 
Ada Oil Co., Houston. 
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Expand Punched Card System 


We expect to maintain our usual level 
of office equipment purchasing in the 
foreseeable future. It is our belief that, 
due to the expanding volume of most 
business concerns, such concerns are 
seeking equipment that will fit their 
needs in the administrative processing 
of this volume, through time saving 
equipment. In accordince with this 
thinking we are planning on expanding 
our usage of the punched card system. 
—H. L. CRAMER, Secretary-Treasurer, 
Buckeye Incubator Co., Springfield, 
Ohio. 


New Models of Standard Machines 


We first installed punched card tabu- 
lating equipment in 1939 and have 
since expanded the installation. At 
present, we have two key punches, a 
verifier, a collator, an interpreter, a 
gang summary punch, a calculating 
punch and a 402 tabulator. The quantity 
of office equipment other than tabulat- 
ing equipment has increased slightly 
since the installation of the tabulating 
equipment. 

We expect to continue our usual 
level of office equipment purchasing. 
We believe that management can profit- 
ably invest in later models of standard 
office equipment, such as adding ma- 
chines, calculators, typewriters, dupli- 
cating equipment, recording and tran- 
scribing equipment, etc.—E. D. HICK- 
MAN, Office Manager, Weyerhaeuser 
Timber Co., Klamath Falls, Ore. 


Replacing Older Equipment 


We intend to continue the purchas- 
ing of office equipment but at a some- 
what diminished volume in view of the 


fact that rather heavy purchases in 
the last five years have brought us more 
nearly up to date. While we are one 
of those little companies that has been 
considerably assisted by converting 
some functions to punched cards, we 
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AGAIN IN 1956—FfOR THE 10TH STRAIGHT YEAR — 


IBM electric typewriters 


alan Rel le melAMOy ALY) 
electrics COMBINED! 








Smart management all over the 
country consistently chooses the 
IBM Electric over all others. 
These people know IBM is 

the world leader in electric 
typewriter progress, performance, 
and popularity . . . always 

first with the best! 

And they know the IBM Electric 
boosts office efficiency. It saves 
time and energy—helps turn out 
more typing in less time. 





Call IBM for more information 
and a demonstration. 


IBM ELECTRIC .-.WORLD LEADER /A/ PROGRESS, 
an TYPEWRITERS PERFORMANCE, ANDO POPULARITY 


: : For More Information Circle No. 429 
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have at the same time found it neces- 
sary to invest quite heavily in dupli- 
cating equipment, rotary calculators, 
and filing equipment of various types 
and descriptions. This year, we expect 
to favor to a greater degree the 
punched card and its equipment, sup- 
plemented by the gradual and syste- 
matic replacement of old typewriters, 
adding machines, etc. — KARL F. 
BRUCH JR., Treasurer, Hill Acme Co., 
Cleveland. 


Reproduction & Dictation Machines 


We expect to maintain our usual level 
of office equipment purchasing in the 
foreseeable future. Management can 
profitably invest in photocopy and offset 
reproduction equipment, standard and 
portable electric adding machines, 
computers, dictating equipment, etc.— 
ALTON D. AMBROSE, C.P.A., Harris, 
Reames & Ambrose, Lansing, Mich. 
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ACOUSTICAL CABINETS 


FOR All NOISY 
OFFICE MACHINES 





Durable Functional Furniture 


Yes, we do expect to maintain our 
usual level of office equipment pur- 
chasing in the foreseeable future. Il 
think that management can profitably 
invest in the latest equipment with dual- 
purpose uses: speed and lack of noise 
To me functional furniture with durable 
qualities is the best investment.—dJ. S. 
HOWARD, Treasurer, Johnson Steel & 
Wire Co., Worcester, Mass. 


Continuous Envelopes 


We are building a new modern fac 
tory containing new offices and ware- 
house space. It is reasonable to sup- 
pose that in addition to purchasing new 
office furniture we will have need for 
new and additional office equipment. 
There is so much new building in in- 
dustry that it would be our forecast 
that our pattern would obtain all over 





KILLS orrice 
Yay, LAY 4 


AT ITS SOURCE! 


Colds from NOISE can be controlled 


The sharp metallic vibrations in machine noise cause extreme fatigue . 
result, people are more susceptible to colds. 


resistance ... 


Acoustinets ‘soak up’ the harmful metallic vibrations of noise . 


. . lowering body 


. . thus, people are less tired 


. resulting in healthy personnel—the best kind of working conditions. 
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(Gate 


_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 372 
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FLECOPAKE: 


Postage costs drop immediately on jobs printed on brilliant new Fletcher 
FLECOPAKE titanium-filled bond. Replace 20-lb. non-opacified stock 
with new 16-lb. Fletcher FLECOPAKE for sparkling copies with less 
show-through. New Fletcher FLECOPAKE comes ready for use in con- 
venient “Junior” cartons in cut sheet 814 x 11 and 81% x 14 sizes. Careful 
procedures used in FLECOPAKE manufacture minimize grain direction 
to prevent troublesome curling and wrap-around, and additional surface 
sizing makes this postage-saving sheet perform beautifully on offset dup- 
licating machines — more uniform ink distribution, more rigidity, and 
less stretch or distortion. You'll like Fletcher FLECOPAKE’s new “‘dual- 
purpose finish — prints equally well offset and letterpress. Made from 
100% bleached chemical wood pulp, Fletcher lightweight companion 
papers — Alpenopake Bond, Alpena Manifold, and Fletcher Manifold 
— give smooth, trouble-free press performance, even in lightest mani- 


fold weights. SEND FOR FREE SAMPLES TODAY ... USE CONVENIENT COUPON 


For More Information Circle No. 336 & e a & = >) fa ide 1] a he BS Sw Ss wh a 38 


| FLETCHER PAPER COMPANY, Department F Al 
20 NORTH WACKER DRIVE, CHICAGO 6, ILL. 
S Gentiemen: Please send me free samples of new FLECOPAKE Bond. E | 
hal! ea NAME a 
Ss » r TITLE 4 




















Street 


20 NORTH WACKER 
CHICAGO 6, ILLINOIS 





City Zone State 


ink 
PAPER COMPANY orcs. 
TELE cee 





nape gen” co. 
. NUFACTURING 
PERFELOPE. MA — 


PERFELOPE, 


Continuous 


carp CHECKS 


CARD 


SAVE 


ON CHECK 
RECONCILEMENT COSTS! 


PERFELOPE 
hand sorting of checks. . 


old-fashioned 
. tab card 
checks are pre-punched and numbered 

. your sorter puts checks in proper 
order . . . tabulator or collator indicates 
missing, unpaid checks . . . bank bal- 
ance minus unpaid checks completes 
reconcilement! YOU SAVE MORE with 
PERFELOPE continuous tab card checks! 


CALL or WRITE TODAY 


PERFELOPE, 


Manufacturing Co. 
112 ACADEMY STREET, NEWARK, DEL 


eliminates 
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the U. S. Expansion such as is taking 
place in industry calling for new build- 
ings, new offices, etc., should prove to 
be a very lucrative field for office equip- 
ment. 

It is our belief that any office equip- 
ment that comes under the head of 
automation will be a profitable invest- 
ment for management. Price is, of 
course, a factor that has retarded the 
acceptance of most electronic and auto- 
matic equipment. When prices become 
more attractive, as they most certainly 
will, certain types of office equipment 
will have to be face-lifted and be given 
design improvement to compete with 
the latest developments. As a case in 
point, we circularize close to 100,000 
service station dealers monthly, with 
a house publication. Envelopes are ad- 
dressed with up-to-date Addressograph 
equipment. Continuous envelopes could 
be addressed on IBM equipment by use 
of punched cards. We have IBM ma- 
chines and if the present cost of en- 
velopes, mounted on a_= continuous 
strip, was not prohibitive, we would 
be very much interested in utilizing 
this method. It is our belief that they 
will get the price down, in the not too 
distant future, at least to a point where 
we can weigh the cost of Addresso- 
graph plates, the office space of cab- 


inets involved, the handling of each 


drawer of plates, investment in equip- 
ment and labor against the cabinet 
space required for a card system, the 
ease of punching cards, and the auto- 
mation involved in printing. -— F. S. 
GARDNER, Purchasing Agent, Bowes 
“Seal Fast” Corp., Indianapolis. 


Automation Within Two Years 


We do not expect to maintain our 
usual level of office equipment purchas- 
ing for the forseeable future. The U. S. 
Marine Corps, although lagging behind 
the other military services in the auto- 
mation age, expects to gradually enter 


| this phase within the next two years. 


As to what kind of office equipment 


| Management can profitably invest in 
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INTRODUCING THE ALL-NEW FILM-A-RECORD MODEL 11 MICROFILM CAMERA 


RADE MAR K 


NEVER BEFORE have so many big-machine features been em- 
bodied in a microfilm camera so compact. Photographs both 
sides of a document simultaneously —or only one side; three 
reduction ratios with interchangeable lenses; positive control 
over different colored documents; more documents per roll 
of film than any other camera. A miracle of versatility, the 
Remington Rand Film-a-record Model 11 offers the most ad- 
vanced and desired microfilming conveniences. 


Se 1127,315 Fourth Ave., New York 10 


Please see that | receive a copy of the folder 


F443 describing the NEW Film-a-record 
Model 11 Microfilm Camera. 


Name & Title 
Firm 

Address 
ce 


Division of SPERRY RAND CORPORATION 


For More Information Circle No. 242 
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CARTERS Epeluaine 
Silver Tip. Typewriter Ribbons 


YOUR 
SECRETARY’S 
HAPPY 


So clean! . . . when 
changing her ribbon, 
her fingers touch only 
the clean Silver Tip — 
never the inked ribbon! 


YOU'RE 
ore HAPPY 


* #e* 
 * So proud! . . . when 


eo? te? ® ; 
reading your letters, 


‘of * ’ e . . 
eeeeiee you'll admire their crisp- 


¢ 3 ness, clarity and neat- 
ness — you'll be pleased 
to sign them! 


KITTY SAYS: 


You'll see Carter’s Silver 
Tip Ribbons advertised 
in the January 21st issue 
of LIFE. Look for these 
famous brands for your 
typewriter at your fa- 
vorite Stationery Supply 
Department. 


Buccaneer 


Electric In 


CARTERS: Smeets Sani 


quality 
ideo! Carbon 
Since 1858 specialists in Fine products for Office, School, Home Midnight Paper, 
ond Industry: Carbon Paper; Typewriter Ribbons; Adhesives; Siwer Craft too. 
Stamp Pads and Inks; Duplicator Supplies; Writing, Drawing ond 
indelible inks; Eradicators; Artist Colors; Marking Devices and Inks. 


THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASS. Silk @ Stylewriter @ Super Nylon 


Special Occasion 


For More Information Circle No. 246 
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this year, in my opinion it depends on 
the size of the business. Undoubtedly 
most small businesses will continue to 
use conventional office equipment this 
year. It has been determined by some 
experts in the office automation field 
that large high speed equipment can 
only be supported profitably by a com- 
pany doing an annual business equal to 
one hundred times the cost of the equip- 
ment. Until such time as the manufac- 
turers make smaller and less expensive 


pieces of equipment, the small business 


must of necessity continue to use con- 
ventional equipment.—CAPT. JACQUES 
J. GLIDDENS, Headquarters, Aircraft, 
Pacific Fleet, U. S. Marine Corps Air 
Station, Ei Toro, Santa Ana, Calif. 


Offset Printing Processes 


We expect to hold the same level of | 


purchasing of office equipment for sev- 
eral years. We will attempt to increase 
our printing equipment by improving 
and expanding printing processes such 
as offset—HENRY G. NOLDA, Secre- 
tary-Treasurer, National Federation of 
Federal Employees, Washington, D. C. 


One-Writing Order-Billing 

We do a volume of over 60 million 
dollars yearly, yet up to the present 
time our management has not felt that 
any type of punched card or electronic 
equipment is necessary. While this 
situation is changing rapidly, it illus- 
trates the fact that it is still possible 


to operate large business with a cleri- 


cal force of 125 people and do so with- 
out expensive electronic or punched 
card equipment. This is possible be- 
cause of close attention to the elimi- 
nation of many traditional reports and 
to the short-cutting of administrative 
routine wherever possible. 

For companies such as this, the 
manufacturers of advanced electronic 
equipment must continue their de- 
velopment work so that equipment may 
be placed within reach of the modest 
budget. In our company, a new office 
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p“MATIC”: 
means INCREASED 
OFFICE EFFICIENCY 
.. autoMATICally 


DUO-MATIC 
POSTING TRAYS AND 
STANDS ... Tray 
models for sheet sizes 
from 7” x 11” to 
12” x 12”, Stands 
available in skeleton, 
fully enclosed of with 
Filing Drawer. 


+ 


PORTA-MATIC 
Trays available in 
12”, 144%”, 18”, and 
2334,” lengths and ten 
widths from 5” to 17” 
Lightweight. . 
Portable. 


TILTO-MATIC 
Five sizes for all standard 
register and sales book 
forms. 


V-MATIC Tray 


Ideal housing for writing 
board and machine 
accounting records requiring 
small capacity. Eight sizes. 


Write for 
prices and literature 


POSTING EQUIPMENT CORP. 
1026 Niagara St., Buffalo 13, N. Y¥ 


Canadian Representative: J. J, 
Carter Agencies, 90! Yonge Street, Toronto 5, Ont, 


For More Information Circle No. 333 
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UNIGUe now xtra 


secretary | 


acclaimed by 
executives... 


"WHEELER 
SOUND POWERED 
if, ae 


TELEPHONES 


NOW AVAILABLE as a modern, streamlined, 
executive desk cradle-phone. 


NO BATTERIES. NO OUTSIDE POWER. 
No maintenance. 


Easily installed. Ideal ‘'private wire" to save 
time, steps, cut switchboard load. 


also 

PAIR PHONES 
HANDSETS 
COMPLETE SYSTEMS 


Write now for Bulletin SA-25. WN 


weWHEELER 





INSULATED WIRE CO., INC. 


Division of The Sperry Rand Corporation 
1106 East Aurore Street 
Waterbury 20, Connecticut 
For More Information Circle No. 286 


| machine must pay its cost from savings 


over a two-year period. On the basis 
of the present development of the elec- 
tronic industry, it is rather difficult to 
bring such machines here and save 
sufficient labor within this time to per- 
mit their acquisition. 

As a company with over 30 branch 
offices, we see a great deal of promise 
in the present infant development of 
the facsimile transmission field. We 
believe it is proper for each branch 
office to handle correspondence and 
purchase orders from the customers in 
those specific geographic areas. At the 
same time, if there is a method of 
transmitting those orders immediately 
to the Cleveland office without going 
through an intermediate transcribing 
process, expert personnel here could 
do the order preparation, pricing, ex- 
tending and punched tape operation. 
This would mean one capital investment 
at headquarters for the modern equip- 
ment which would do this job ac- 
curately, compared to the purchasing of 
many individual units for the prepara- 
tion of tapes or similar items at branch 
locations. The facsimile companies 
recognize this possible application of 
their product, but indicate that econom- 
ically feasible units both from the stand- 
point of cost and speed, are still in the 
development siage. 

Consequently, from what we can see 
of the present development of elec- 
tronics, we would say that our present 
level of office equipment purchasing 
would most certainly continue in the 
foreseeable future. Certainly any 
machine which will pay for itself in 
tangible or intangible savings is a good 
investment in any year. From what 
we see of other offices similar to ours, 
there is a great field for the proponents 
of one-writing, order-billing systems; 
for the manufacturers of office offset 
duplicators and for the manufacturers 
of electric typewriters, particularly 


| those machines which can be equipped 
| to create a five-channel tape as a by- 
| product of the 


typing operation. To 
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ENCO Auwnisr 


THE ORIGINATORS OF PRE-SENSITIZED OFFSET PLATES 


make this special 


DOLLAR: in-YOUR-POCKET 
“OFFER! 


HERE'S THE OFFER 


It’s double-barrelled — you just can’t lose. 
Try the ENCO “Pacemaster” — the new 
economy negative-working pre-sensitized 

i” plate by Azoplate — the originators of 
pre-sensitized plates. Send us a dollar — 
we will send you, postpaid, four plates 
(duplicator sizes — up to 10 x 16. Fill out 
coupon for trial offer on larger sizes), 
plus free developer. If you don’t agree 
that they are the fastest, easiest to handle 
plates on the market, your dollar will be 
refunded without question. 


The ENCO “Pacemaster” a, With the trial package you will receive a 


coupon worth $1.00 that can be used 

toward the purchase of a regular package 

of “Pacemaster” plates from an ENCO 

dealer. So you get your money back either 

Fastest Exposure ‘Game «Way. Try these new plates — see for your- 

Fastest Processing * Far self why so many offset duplicator opera- 
oR tors prefer “Pacemaster”. 


N G tn AZOPLATE CORP., Morris Ave. & Weaver St., SUMMIT, N. J. 
o Vemming Enclosed $1.00 (check, cash, M.O.) — Send Enco | 


has these proven advantages — # 


3 
Prove them to yourself... Yi; 
Low cost ' 


No Lacquering 


Top-Quality Reproduction | ~~ “Pacemaster” as per offer in sizes shown below. 
Slotted 
*OFFER EXPIRES OCT. 1, 1957 sii Size Punching Pinbar 


Straight 
Send information on larger plates. | 


pe ; 
p © p | ad T Sa 9 Send literature on Enco plictes. 


NAME............ 
CHIC CA “cr 


SUMMIT, NEW JERSEY 


COMPANY | 
ADDRESS... =... RCE: | 
_ are ZONE......... STATE a 


An Engelhard Industry ») 


For More Information Circle No. 241 
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Because Facit gets results—dquickly 
and easily. Solve any problem 
single-handed, with the ten fastest 
keys to calculating ease. The 

fully automatic Facit—multiplies, 
divides, adds, subtracts—and does 
it all with the five fingers of 

one nimble hand. 


RUSTPROOF, DUSTPROOF, FOOLPROOF 


A few dealer territories still open— 
Inquire about your area. 








SOLD AND SERVICED IN MORE THAN 100 COUNTRIES ° INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 
For More Information Circle No. 271 
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Reason: there’s no faster or surer 
count when you’re contemplating 
figures. Odhner was first to make it 
easy with automatic multiplication. 
Now another Odhner first is the 
exclusive, time saving Automatic 
Short-Cut—never more than 

five prints for any figure. So be 
confident, count on Odhner. 

A few dealer territories still open— 


Inquire about your area 


FACIT INC. 
404 Fourth Ave., New York 16, 
or 235 Montgomery St., San Francisco 








SOLD AND SERVICED IN MORE THAN 100 COUNTRIES © INTERNATIONAL EXPORT OFFICES: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 
For More Information Circle No. 274 
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Executives, note! 
THIS PRECISION RECORDER 
FITS IN YOUR POCKET! 


minifon [DB 55-s 





out of sight, out of mind— you get all the facts! 


BUSINESSMEN—if you’ve ever 
wanted a “second memory” to 
relieve the pressure of your daily 
chores, here it is! 


MINIFON P55-S—the only pocket- 
sized, push-button precision re- 
corder in the world! 

Take it with you wherever you 
go by train, car or plane. In your 


pocket or out, it can record your 
‘“‘on the spot’”’ reports or dicta- 
tion as fast as you can press the 
record button! Records every- 
thing—up to 2 hours on a single 
reel! Plays back, erases, rewinds 
—does everything the big, bulky 
recorders do, but it’s only 28 
ounces! Battery operated or A/C. 


Sold only through authorized franchised dealers. 


For complete details, write: 


GEISS-AMERICA bept. 0.1, chicago 45, tl. 


In Canada: Imperial Typewriters of Canada, 216 McGill St., Montreal, Quebec 


For More information Circle No. 215 





the extent that such tapes could be 
produced by adding and calculating 
equipment, we see growing awareness 
of the by-product advantages of such 
operations. In communications, tape- 
driven typewriter and dictating equip- 
ment utilizing PBX and P-A-X internal 
telephone exchanges plus recording de- 
vices using magnetic tapes instead of 
embossed belts or discs, will all parti- 
cipate in purchasing decisions in the 
years ahead. —FRANK GRIESINGER 
Assistant Treasurer, Lincoln Electric 
Co., Cleveland. 


More Equipment for New Building 


Since we are erecting a building addi- 
tion in 1957, we expect to increase our 
purchase of office equipment. We be- 
lieve we probably will invest in desks, 
chairs, typewriters, calculators and 
filing equipment—W. L. HITCHCOCK, 
Vice President & Treasurer, Norfolk 
& Dedham Mutual Fire Insurance Co., 
Dedham, Mass. 


Dictation and Reproduction 


We do not expect to maintain our 
usual level of office equipment pur- 
chasing in the foreseeable future, due 
to the fact that a great many of our 
activities will be assumed by contrac- 
tors. We think that management can 
profitably invest in advanced types of 
dictating and reproduction equipment. 
—MARJORIE ALLEN for EARL F. 
WISE, Chief, Office Services Section, 
U.S. Atomic Energy Commission, Los 
Alamos, N. Mex. 


Simplification, Not Equipment 

We expect to maintain our usual level 
of office equipment purchases in the 
new year. 

We do not believe that a company 
can profitably invest in office equipment. 
This is to say, up to now there has been 
no significant reduction in clerical costs 
as a result of the development of office 
machinery. Faster office equipment is 





STOP wuessing - 


START saving 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 


ink. No maintenance. Thousands in use in large and 


small plants. 


Now get complete, accurate, documented production 


Brochure “7p” 


data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroapway 
Division of HEAT-TIMER CORPORATION New York 12, N.Y 


For More Information Circle No. 298 
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not the answer nor are modifications of 
the present type of equipment the an- 
swer, because the load of clerical ef- 
fort has increased faster than equip- 
ment manufacturers have been able to 
improve their equipment. The answer 
to the increasing load of clerical cost is, 
we believe, more a problem of simpli- 
fication and streamlining of our cleri- 
cal effort. Electronic computers may be 
the answer but, in our opinion, their fu- 
ture has not yet been determined for 
the average company.—J. P. GAETH, 
Treasurer, Osborn Mfg. Co., Cleveland. 


Copying and Ticket-Making 

In our industry, believe we will de- 
velop further the field of copying ma- 
chines, such as the Thermofax, and the 
ticket-making and accounting machines, 
such as the Burroughs Ticketeer.. We 
also expect to expand the use of IBM 
machines for the distribution of freight 
equipment, Cc. R. LEWIS, South- 
ern Pacific Co., Los Angeles. 


etc.— 


Replace All Old Equipment 


I have personally visited many offices 
where much time is lost due to the 
conditions of the office machines. It is 
amazing to learn the age of the aver- 
age machine in the small offices. When 
I assumed the responsibilities of the 
accounting department for my com- 
pany, I noticed a tremendous amount 
we were spending monthly for the re- 
pairs of machines that were completely 
out-dated. Some were 20 years old and, 
along with the cost of high repairs, 
much time was lost. I decided I would 
begin a replacement program immedi- 
ately. In the first year of my program 
75% of my repair cost was cut. 

It is my belief that office managers 
and management should look at the 
real value of the machine. Many have 
the idea that if the machine is fully 
depreciated, cost of operation is very 
small. I disagree with this idea because 
I feel that to obtain efficiency in this 


day of high cost, you must have good 





SAVES SPACE, 
TIME—LABOR—MATERIALS 


ee 


= It’s The 
v| NEW, FASTER 
~ More Economical Way 
To Index 
Your CARD FILES 


With 
“*Self-Indexer,”” you can make an Index 
Guide in seconds, out of any card in 
your file. Just slip the card into the 


AICO’s new, transparent, plastic, 





at 


top, double-lip and the bottom slot in 
the “Self-Indexer”, The Combination 
becomes an Index Guide, at Guide 
height, %4” above the other cards. 














Plastic “SELF-INDEXER’, 
(shown above), becomes . . . 


Any Cord Inserted Into 
AICO’S Transparent... 


FREE! 


Write Dept. 70, 
for free sample, 
literature, and 
name of your 
nearest supplier. 





INDEXES 





An Index Guide 
At Guide Height! 


Made of won't 
chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special 
made to 


heavy gauge plastic; 


sizes order, to your specs. 


Prices on request. 


44-16 23rd St., Long Island City I, N, Y. 
426 S. Clinton St., Chicago 7, Illinois 
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REALLY PERFECT COPIES. TOO’ 


Production time is vital these days. 
Standard’s newly engineered Ream Feeder 
saves the time of frequent reloading. It 
holds 500 sheets of 20 pound copy paper 
oran equivalent thickness of other weights 


andard 
ROCKET 


FLUID DUPLICATOR 
with 


Hydraulic paper lift assures efficient, \ 2 N E W D E L U X E 


noiseless feed tray action, automatically. 


Standard’s reputation as pioneer of fluid R a A M F F 7 D E x 


duplicating in America, guarantees full 
satisfaction. Ask for free literature. 


of duplicating paper or card stock 
Where you have volume duplicating, 
this Standard Rocket Model ERAD is 
ideal. It feeds smoothly, quickly, faultlessly. 
Simplicity in design means long life. 


Standard Duplicating Machines Corp.. Everett. Mass. 
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Insert magical 
SPRING-DEX and 
revolutionize your 
present records 
without transfer — 
make them visible, 
efficient, time and 
dollar saving. 
SPRING-DEX visi- 
bility saves up to 
50% the clerical 

costs demanded by conventional 
records. Install in any housing and enjoy the ad- 
vantages of vertical and visible. 








YOU GET speed —locate at a glance —refile in seconds. | 


YOU GET accuracy —filing errors eliminated with 
SPRING-DEX. 


YOU GET low cost —a small fraction of the cost of 
visible cabinets. 


any housing. 
COST IN PENNIES: SAVINGS IN DOLLARS- INSTALL SPRING-DEX! 


Effective Tools for 
Effective Management 
Write Today for Free Descriptive Booklet 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 


For More Information Circle No. 326 





lets you use 
both hands 
when phoning 


AT LEADING STATIONERS 
or write to P. O. Box 8788, Portland 7, Oregon 


For More Information Circle No. 327 
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sible | | that 
YOU GET simplicity — easy to install on any card, in 





| equipment. I believe that management, 
| to invest profitably, 


must realize the 
importance of the equipment. I recom- 
mend that all management regardless 
of the size of the office, take an inven- 
tory of their obsolete equipment and 
replace it as soon as possible. 

A recent development, the add- 
ing, printing machine that multi- 
plies and etcetera showing the results 
on a tape, is a good investment. An- 
other labor-saving device is an electric 
mail-opener machine, an important 
time-saver where there is a volume of 
mail to be opened. Electric checkwriter 
machine is important as a labor-saver. 
The percentage of electric typewriters 
is growing each year, an indication of 
another time-saver. Electric photo- 
copiers, where a great number of 
copies are required, has more than 
doubled sales in recent years. 

The one item that must be foremost 
in the mind of men in this day of 
high operation cost is how can we 
reduce our clerical operation. There is 
only one way this can be done, and 
is the installation of such labor- 
saving devices that will tend to in- 
crease clerical output in the least 
amount of time. Electronics in itself 
is not the answer, because I think 
many small companies will never be 
able to enjoy the installation of such 
equipment. The basic office machines 
such as adders, calculators, typewriters, 
checkwriters, etc., will always’ be 
necessary tools of the office—JAMES 
A. PLITT, Secretary-Treasurer, W. T. 
Cowan, Inc., Baltimore. 


Automatic Reproduction of Reports 


We expect to maintain our usual level 
of office equipment purchasing in the 
foreseeable future. At the present time 
we are making surveys to. deter- 
mine what effective use of more auto- 
matic procedures and equipment can 
be developed. 

The office equip.nent which we think 
management can most profitably invest 
in this year is those items which are 
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You Can Dietate On Thie 
REX RECORDER Dice 


10,000 


Times. . . 


. 
saeaeeeet. 


ON THE. . 
ex=-Recorder 


DICTATING/TRANSCRIBING MACHINE one unr ron sor orenanions 


You can now have a true magnetic (no needle) dictating/transcribing machine 
with the miracle et oe eraser—and SAVE APPROXIMATELY $70 PER MACHINE 
as compared to purchase price of other major dictating machines. The new REX 
RECORDER TN-3 is the finest machine of its kind ever made—WITH THOUSANDS 
OF SATISFIED CUSTOMERS. all over the world. The NEW roll-tape-tear-off auto- 
matic indexing system, is the finest and most efficient system devised . . . and 
a REX RECORDER TN-3 exclusive. You get perfect and instantaneous place loca- 
tion and visibility. 
Only REX RECORDER TN-3 combines the mag- The MAGIC ERASER—permits re-use of the un- 
netic recording principle with ba oe | machine breakable oot be tng disc more than 10,000 
system efficiency for maximum hi-fidelity repro- times. MAGNETIC (no Needle) RECORDING. 
duction. No Stylus to presc, no scratchy dictation, 
Four years of use by SINGLE MACHINE USERS Single word back spacing. Dictate and transcribe 
AND LARGE CORPORATIONS using as many as on one machine, Light and easy to carry. Speaker 
400 REX RECORDERS has proven that the REX playback in microphone. Automatic push-button 
RECORDER is one of the most repair free ma- operation. Excellent for conferences and close 
chines for dictating and transcribing, talk. 


EXCLUSIVE NATIONAL DISTRIB 


Ot 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison. Avenue e N York 16 New York e MUrray H 4.3554 


STABLISHED 1923 
For More Information Circle No. 214 





productive of more automatic develop- 
ment of the myriad of reports which 
are required today both from a sales 
standpoint and also from a productive 
standpoint. We are making a thorough 
investigation of these areas to deter- 
mine where we can most profitably in- 
vest this year—DAVID G. CHRISTEN- 
SEN, Secretary-Treasurer, A. G. Spald- 
ing & Bros., Chicopee, Mass. 


Photocopying Equipment 


On a recent visit to our home office, 
I had the opportunity to visit the ac- 
counting division where I saw the use 
of electronic equipment. It was amaz- 
ing. This division will, no doubt, make 
further expansions into the field of 
electronic equipment. However, I do 
not believe there will be any change 
in the foreseeable future at our own 
office level of operation. 

The field of photocopying equipment 
is expanding rapidly and I assume this 
trend would indicate the demand for 


Eliminate 
Dangerous, 
Messy 


Wires 
n 


Use ELECTRIDUCT 
New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
In Lengths of 4, 5, 6 and 10 ft. Also Spe- 
cial Lengths. No Installation Necessary. 
Write for FREE Brochure 


CMG INDUSTRIES ° IDEAS, 
615 South 2nd St., Laramie, Wyoming 


INC. | 
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such equipment is increasing. The use 
of photocopying equipment is a tre- 
mendous time-saver and can be utilized 
for both large and small business. The 
competitive field will tend to reduce 
the initial cost of installation and man 
agement will find such investment very 
profitable. — J. R. MATTINEN, Office 
Manager, lowa-Nebraska Mortgage 
Loan Office, Prudential Insurance Co. 
of America, Omaha. 


Electronics Is for Big Firms 


It appears evident that electronic 
office equipment might serve effectively 
in large firms but could not be used 
in the many small ones. It would be 
somewhat like buying a large tractor 
to plow up a one-acre tract. Therefore, 
unless new equipment is brought down 
to size from an economic standpoint, 
the conventional machines will of 
necessity have to be used. In my 
opinion within the foreseeable future, 
conventional machines will be used 


























SHIPPED 
FROM STOCK 











Easiest way to file and find confidential maps, 
blue prints, tracings, etc. Metal cabinet file 
with locking doors. 112 tilting tubes handle 
60” prints. Tubes are indexed for quick 
location. 


PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


For More Information Circle No. 305 
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AN Rovico "Fotomate" 
EXACT ALL ELECTRIC — ALL AUTOMATIC 


Just set the DIAL—from letterhead to signature, get clear, sharp legally 
: accepted black reproductions on a snow- -white background everytime... 
so peifect, you can't tell the original from a "FOTOMATE". 


COPY. CHECK ROVICO BEFORE 
OF YOU DECIDE 


CONFIDENTIAL PAPERS 


UP TO 5 COPIES FROM y NEVER LEAVE YOUR 
ANY iM | MATRIX POSSESSION 


. DUPLEX COPIES FROM 
IN ONE OR TWO SIDED 
ORIGINALS } ELIMINATES RETYPING 


V — REDRAWING — 
JUST |} FROM COLOR, BALL PROOFREADING 
POINT PEN, PENCIL, 


SECONDS ‘ CRAYON, ANYTHING! 
| NO DARKROOM, NO 


| 
| 65 TO 90 COPIES PER \ WASHING, NO FIXING, 
\ HOUR NO DRYING 


Available in three decorator colors—gray, green and blue, and in three 
ANY sizes—10"', 14'' and |8"' capacity by any length 


OFFICE 
LIGHT! 


MANUFACTURED IN NEWARK, N. J. 
BY ROVICO INCORPORATED. 


ROVICO ELECTRICAL DEVEL- 
OPERS For use with standar d 
exposing unit, Sizes 9!/2 14" 
and 18" widths. Any size len gth 
may be used. 


Qualified distributors and dealers are in- 
vited to write for information on valuable ROVICO EXPOSING UNITS For 
franchises. use with electric or hand devel- 
oping units. Copies complete 
pages directly from thick books. 
In four sizes. 


DON'T JUST ASK FoR A l®@ 
“COPY. . . ASK FOR A’ ~~ &y 
“FOTOMATE” , 


TRADE-MARK 


Rovico etiieredia 


1225 RAYMOND BLVD., NEWARK 2, NEW JERSEY, U.S.A. 





even though efforts are being made 
to adapt some of the high production 
machines to smaller offices. — 
ANSEVIN, Assistant Treasurer, 

pion Co., Springfield, Ohio. 


Copying Equipment 


We expect to maintain usual level of 
office equipment purchasing in the fore- 
seeable future. We feel that it would be 
an improvement to this office if we 


could have an inexpensive type duplica- | 


tor such as a Verifax. We think maybe 
a checksigning machine, an exchange 
for a later type Comptometer, an ex- 
change for a later type adding machine, 
and perhaps an exchange of one or two 
typewriters may be considered.—ED- 
WIN A. MAXANT, Maxant Button & 
Supply Co., Chicago. 


Study Your Forms and Systems 


It is expected that we will maintain 
our usual level of office equipment pur- 
chasing in the foreseeable future. I 
feel that it is quite possible that the 
most profitable investment which an 
industry such as the insurance industry, 
could make would be an _ increased 
study in the use of forms and systems 
throughout the insurance industry.— 
J. M. HAGEMEIER, United Pacific In- 
surance Co., Los Angeles. 


Automatic Typing and Reproduction 


Our. idea is to continue to maintain 
the present level of office equipment 
purchasing for the next two or three 


years. In smaller offices, electronics | 
cannot help us except rare cases where 


volume warrants. It seems automatic 
typing and reproduction equipment has 
a fertile field in the smaller companies 
for the near future——R. T. MARTIN, 
Secretary & Treasurer, Universal 
Foundry Co., Oshkosh, Wis. 

(To Be Continued in February) 
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TANDEMATIC : 
. . . meet every small office 
collating requirement 


“SPACESAVER” Series . . . for space 
economy. The most compact collator ever 
manufactured. Ideally suited for desk top 
and table top application. 

“CONSOLE” Series . . . Includes stapling- 
stacking bin. Operator comfort is maxi- 


mum Operator is seated while collating. 


“TANDEMATIC” . . . for those BIG jobs. 
Operator can collate multipage sets hour 
after hour without fatigue. 

“PRINTERS SERIES” . . . have extra wide 
bins (20) for printer’s size sheets. Will 
collate sheets up to 14x20”, 

The COLLAMATIC “Adjustable Stroke” 
feature .... Optionally available in 
all models, the “Adjustable Stroke” per- 
mits gathering of odd-size sheets from 


11”%x17" down to 52x82". 


eeeereeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


[) Please arrange a demonstration of 
the model Collamatic. 

[) Please forward literature to 

Name 

City 

Firm 


110-1 State Highway 23, Wayne, N. J. 


SOC OEETEEHEEEFEE EEE 
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"SERRE REE ERE REESE SERS SAR EE 


9 - Station-Model 90 


(Available 6 and 12 station) 


24.000 SHEETS PER HOUR - COLLATED! - JOGGED! 





COUNTED! - STAPLED! - STACKED! 





AUTOMATIC — Sheets are collated, jog- 
ged, counted, stapled and stacked auto- 
matically. 


PRODUCTIVE — 25,920 sheets per hr. 
(12 bin model.) 


SIMPLE TO OPERATE — Absolutely true. 
No critical adjustments. 
matter of seconds. 


INEXPENSIVE — Thousands of dollars 
less than other automatic collators. 


Set-up time a 


Manufacturers also of Electric Collators 
for every collating requirement. 
THE GOLDEN AUTOMATIC 


Please forward descriptive literature. 


Please advise where | may see the 
new GOLDEN AUTOMATIC in oper- 
ation. 


Name 
Firm .. 


a i nag 
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AUTOMATICALLY!! 
10 TIMES FASTER THAN HAND 
COLLATING 


4 TIMES FASTER THAN MECHANICAL 
OR ELECTRICAL COLLATORS 





For years, the collating industry has 
been aware of the tremendous pent-up 
demand for a collator with the follow- 
ing 4 requirements: 

AUTOMATIC ... PRODUCTIVE... 
SIMPLE TO OPERATE . . . iNEXPENSIVE 


To date, this demand has gone unsat- 
isfied. Collating equipment available has 
been either too expensive, too temper- 
mental, too limited, or too complicated 
to operate. 


At last, COLLAMATIC is proud to an- 
nounce that all these ‘never-before-com- 
bined’ features are available in one col- 
lator - THE ALL NEW - FEATURE-LOADED 

GOLDEN AUTOMATIC! 





© 1956 Collamatic Corp. 


COLLAMATIC CORPORATION 
109-1 State Highway 23, Wayne, N. J. 





that's eliminated with 


HYGIENIC 


Foot Conger 


MATS and RUNNERS 





The quality floor mats that 
reduce fatigue and increase 
efficiency for all who must 
work standing. 


8 Marbleized Colors 


A 

wot -: * 
e's the Sec ‘le flooring 
Heautiful rubber oe. rubber 


bonded 


See your OFFICE SUPPLY DEALER or write 
Flooring Div..Dept. E for details 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 10, OHIO, U.S.A. 
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PROFESSIONAL ETHICS OF CERTIFIED PUBLIC 
ACCOUNTANTS by John L. Carey. American 
Institute of Accountants, 270 Madison Ave., 
New York 16, 253 pp., $4. 

Brings up-to-date the previous work 
which was published in 1946. Since that 
time, CPAs have increased from 28,000 
to 54,000 and the profession’s scope and 
services have been greatly broadened. 
Ethical questions are arising which had 
not required attention and many of them 
cannot be answered by former rules of 
conduct. In addition, some earlier as- 
sumptions require reexamination. 


OPERATIONS RESEARCH: A BASIC APPROACH. 
imerican Management Assn., 1515 Broadway, 
New York 36, 111 pp., $3.75. 


Provides an introduction to this subject 
by showing the applications of operations 
research techniques in a number of in- 
dustries. Automatic data processing 


‘machines give management its best oppor- 


tunity to apply scientific and mathe- 
matical techniques to the solution of 
business problems. 


PROFESSIONAL CONSULTANTS’ OPERATIONS 
AND TECHNIQUES by C, C. Crawford, Los 
ingeles Chamber of Commerce, 46 pp., Free to 
consultants and executives who hire consultants. 


The answers by two large groups of 
consultants, in New York and Los An- 
geles, to their own problems: how to 
attract prospects, how to sell their serv- 
ices, how to serve the client, how to 
administer consulting operations, how to 
arrange client programs and meetings, 
how to advance the consulting profession. 
The author has the ability to make people 
think about their own problems and pro- 
vide solutions which he then presents in 
textbook style. 
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how much 
should a 
microfilm 
; camera cost? 
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9600 » Diebol 


MICROFILMING SAVINGS BEGIN WITH YOUR PURCHASE 
OF THIS LOWEST PRICED MOTORIZED MICROFILM CAMERA! ® ELIMINATES MANUAL TRANSCRIPTION! 


Savings in your daily business procedures start with the aap mcr eS 5 a er 
acquisition of FLOFILM equipment! Engineered with registers, etc.) at high speed and with 
the most advanced microfilm features yet, the FLOFILM no chance of transcription error! 

9600 can save your business thousands of dollars 

annually with these exclusive features — © CUTS COST OF AUDITS, SURVEYS! 


Easily carried to the documents saving 
valuable time and money! 


© ELIMINATES MILES OF FILES! 


Microfilmed records save 99% of 
valuable floor space! 


' @ PLUS HUNDREDS OF TIME AND 
ONLY TRULY : MONEY SAVING APPLICATIONS! 
PORTABLE By - ‘3 
CAMERA! For More Information Circle No. 335 
Folds up and a8 
closes like a : 
portable FREE FOR THE ASKING! 
typewriter! SAVINGS “IN THE PALM OF Send for your copy of “An Introduction 
Weighs YOUR HAND"! The FLOFILM to Microfilm” showing how firms such 
approximately 9600 is the only microfilm cam- as yours save money with microfilm! 
20 pounds. era with a film magazine! 
Loads as simple and easy as e 
a home movie caniera — pro- ' 
vides flexibility of operation! : 


DIEBOLD, INC. Dept. 20 
Flofilm Division 
Norwalk, Conn. 


- . Please send copy of “AN INTRODUCTION TO 
ie 6 MICROFILM” at no obligation. 
3 ) Name Title 


PN COR POR ATE BD Company 


% 
7 
a 
‘ 








Flofilm Division e Norwalk, Conn. Address 


Sales and Service Offices in All Principal Cities City Zone___State, 











Sharper, Cleaner 
Catalog Sheets 


with 3M Plates 


NO. 1 OF A-SERIES 
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3M Plates Reproduce the Finest Lines 


BRAND 


and Halftones More Economically 


Take a close look at your catalog sheets. Are the line 
drawings sharp and clear? Do the photographs teli a de- 
tailed product story? 
If you and your sales people would like to get better quality, 
your best bet is to run them on perfectly-smooth 3M Brand 
Photo Offset Plates. 
This flawless surface helps you get the job off the 
press faster with less trouble in many ways, too. 
First, desensitization is quick and easy. You use 
less ink and water . . . so the chance of ink emulsi- 
fication is greatly reduced. 
If you want to deliver better quality work faster 
and more economically . . . try 3M Plates on your 
next job. You'll never be satisfied with any other 
presensitized plates. 


If you want proof—of 3M Plate quality, write for 
free, 12 month desk calendar to: Minnesota Mining and 
Manufacturing Co., Dept. ER-17S, St. Paul 6, Minnesota. 


99 Park Avenve, 
757, London, Ontario. 


For More Information Circle No. 296 
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Prereree rire seeeeeeeeeeoeneeeee, 


“Now were sure our invoices 
cant be paid twice--we cancel 
them like banks 
cancel checks." 


reports Mr. Donald Farquharson, 
Comptroller of Mars, Inc. 


STRAIGHT BILLOF LADING OR IGINAL:S 
<< ——- -—— —_— ae 
3 mon os 
' 
@yROHAse_REQUISE ——— 


MFORM 


———_— 


RECEIVING REPORT 


JOHK DOE DISTRBCTING Co 





CUMMINS Perforators eliminate duplicate 
payments . . . make it impossible to re-use 
disbursement authorizations 


Mars, Inc., one of the nation’s leading 
candy producers, safeguards their ac- 
counts payable operations by cancel- 
ing invoices and all supporting docu- 
ments in a Cummins 300 Perforator. 
They simply insert a bundle of up to 
20 papers in the machine and auto- 
matically punch PAID, the Date and 
MARS in one swift operation. 


Many accounting executives specify 
that all pages in a voucher or invoice 
bundle be stamped PAID when the 
check is issued. This is hard to en- 
force. At the time of an audit, they 
are often shocked to find many docu- 
ments missed or only the top sheet 
stamped on most of the PAID bundles. 


YOU CAN SAVE 10% ON YOUR 
FIDELITY INSURANCE COST 
this new booklet tells how! 





Write for the “Hole Story” which explains 
how you con prevent fraud in cash 
disbursements, stop inventory losses, 
and save on your insurance premiums 
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“Cancellation information 
is clearly ‘punched’ in the 
invoice and all supporting 
papers in one operation” 


A Cummins Perforator insures effec- 
tive cancellation of every document in 
every bundle with a substantial sav- 
ing in clerical labor—and close super- 
vision is not required to see that it is 
done. This is because it is easier to 
cancel a complete bundle with a Cum- 
mins Perforator than to hand stamp 
only the top copy. 

Ask your CPA 

Recommended by leading public ac- 
counting firms. Your CPA will be 
glad to give you advice on the subject. 


Your Cummins representative is 
listed in your classified telephone di- 
rectory. Look for AAC—CUMMINS 
(Automatic Accounting Controls) 
under “Perforating Machines’. Call 
him for a demonstration ...ask him 
how a Cummins Perforator can re- 
duce insurance costs. 


IN BUSINESS AND BANKS @ SINCE 1887 


Ummimns 





CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corporation 
4740 North Ravenswood Ave., Chicago 40, Ili 


SALES AND SERVICE OFFICES IN ALL PRINCIPAL CITIES 


. 


Tue Orrice—January, 1957 








+e 


TEST-RUN THAT COPYING MACHINE! 


Here’s what to look for... and how to find it! 


A copying machine should do everything well. Use this 10-point test to find the 
machine that will meet your every office copying need with a minimum of effort. 


. Test for colored papers. 5. Test for spirit duplications. 9. Test for minimum dial 
2. Test for two-sided material . Test for paper sizes. ee oe 
. Test for quality and speed does 70% of your wor 

ciate ieaae Sedalia without touching the 

5 oh 4 


3. Test for opaque material. 
dial.) 


. Test for colored inks, pen- . Test for number of copies be 
cil, crayons, pens, includ- without developer change. 10. Test for permanence of 
ing ball points, even (Copease makes 200-300 copy: 
non-carbon base. excellent copies.) 


Only the Copease® photocopier scores 100% on this practical test. 


Test run Copease FREE! Send now for 3-day office trial and “Test Copy” 


COPEASE CORPORATION Nor 173 


Offices: New York, 270 Park 
COPEASE CORPORATION, 270 Park Avenue, New York 17 ~— Box 0-1 


‘ oy. 26699 . 
Avenue, Plaza 3-6692 Gentlemen: I'd like to have a free 3-day trial of Copease in my office 


Chicago, 226 N, LaSalle Please send free literature 
Street, ANdover 3-6949 « 
Los Angeles, 3563 Wilshire 
Boulevard, DUnkirk 5-288] 
Distributors in Principal Cities 


a ee eee | 


= 
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Trade Mark Reg 








MISS JONES, TAKE GAD, THESE CARBON CARBON STONES ARE 
A STONE TABLET LETTER \ STONES ARE DRIVING MESSY AND HARD TO 
AND MAKE A CARBON! J/\. me Buccy!! A HANDLE ... UGH! 




















AS A STONE AGE BUSINESS MAN 
\ DION'T KNOW ABOUT ZE77EFEX, BUT YOU 
SHOULD...GET RID OF CARBON PAPER 
DRUDGERY WITH NEW DISPOSABLE 
CARBON SHEETS. ORDER 


LETTEREX TODAY / 


| commie 


LETTEREN 


carbon paper sets (a set is one second 
sheet lightly gummed to a piece of 
disposable carbon) are available in 
all colors. Write or wire for samples 
and details to LETTEREX, 1640 Con- 


oo ——~ — necticut Avenue, Washington 9, D.C. 
oh Gade _ . 


THE PIONEERS. OF DISPOSABLE! CARBONS FOR LETTER WRITING 
FOR PERMISSION *O USE THESE ADS IN YOUR DIRECT MAIL PROGRAM, WRITE OR WIRE LETTEREX 


For More Information Circle No. 240 
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Since Gutenberg invented the movable 
type, printing has gone a long way... 
beautiful reproductions are now made 
in this highly developed art. 


science and printing 


Electronics entered the field of stencil 
duplicating and virtually made a printing 
press out of the Rex-Rotary D-280. 


Electra-Rex will electronically cut a stencil 
from any type of graphic matter... 
the moment you need it. 


Combination of the famous fully automatic 
Rex-Rotary D-280 and Electro-Rex 

enables anyone in your office to reproduce 
anything in graphic art...and you 

get your printing faster than ever before, 


Ask for a free demonstration and an 
Electro-Rex ABC booklet at no charge. 


DISTRIBUTING CORP. 





387 FOURTH AVENUE 
NEW YORK 16, N. Y. 


For More Information Circle No. 199 





SAVE SPACE! 
STOP NOISE! 
WITH... 


SOUNDEX PARTITIONS 


Both sides of Soundex Partitions soak up noise in thick 
blankets of acoustical spun glass. 


The partitions are available in a choice of five heights. . . 
are easy to install...can be set up by office personnel 
... permitting more people to work more comfortably in 
less space. Learn how you can improve office environment 
with low cost Soundex Partitions. 


Write for free catalog today... 





2417 EASTERN S. E.. GRAND RAPIDS. MICHIGAN 


For More Information Circle No. 222 
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There is nothing faster* and quieter 
than the new ADDO-X 10 key 

adding machines with STEP-O-MATIC 
MULTIPLIER LEVER. ADDO-X's 
lightness and shortness of key action 
minimizes finger travel and saves 
operator's energy. Precision manufacture 
reduces operational noise to a 

whisper. Write for literature? today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET. NEW YORK 19, N.Y 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD * At 175 r.p.m 
LOS ANGELES, CALIFORNIA, TEL.: DUNKIRK 5-2247 + Also on our NEW two 
register machine 


For further details mail this advertisement with your letterhead 


Saves 2 aan Sian ohey daca 


For More Information Circle No. 224 


Tue Orrice—January, 1957 





Cownac 


not MA WITH THE 
a 


LOWEST-PRICED, 


MOTORIZED FOTOCOPIER tHe cormac Coruette 


$ 189. 


il <i} : ; : F.O.B., N. Y 
The Cormac “Corvette” is so economically priced that even the budget-minded 


“one-man” office can afford it...also makes the convenience of photocopy 
for every company department a practical matter. 


Engineered with the same precision and styling that has made other 
Cormac fotocopiers choice of methods and standards men everywhere. Fully Guaranteed ! 





SPECIFICATIONS 


SA VES TIME I COPYING RANGE: Copies up to 8%" x 144” 
DRIVE: Fan-cooled AC motor, 110 volts 60 cycles 
SA VES MONEY a ECONOMY TRAY: 16 fl. oz. capacity 

° WEIGHT: 1414 Ibs 
SIZE: 9%" x 22” x 74" 


SA VES WORK 1 CONSTRUCTION: Non-breokable plastic housing 


COLOR: Modern office gray 











The new Cormac “Corvette” makes instant quality copies, so perfect 
that you almost can’t tell which is the copy. Skips 
nothing that you can see on the original — pencil, ink, 
colors, even the fine print. So easy to use, too ! 


” 


true economy model, the Cormac “Corvette” is the over- 
burdened typist’s best friend, the boss’ best buy. 


CORMAC INDUSTRIES, INC. 
80 Fifth Avenue, N.Y.11,N.Y. ORegon 5-9310 


For More Information Circle No. 273 
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Marie Riemers checks miles of printed figures 
from solenoid-operated Clary adding machines 
in the new electronic testing laboratory of 
Clary Corp. at San Gabriel, Calif. Machines 
from the production line can be given a test 
representing five years’ normal use, in a short 
time. Every one of the machine's 1700 parts is 
tested for performance, structural strength 
and life expectancy. 


Work measurement studies by micromotion 
filming have been made of electric and 
mechanical Thomas Collators by Paul B. 
Mulligan & Co, Gideon Varga, Mulligan re- 
search director and industrial engineering in- 
structor at Columbia University, supervised the 
filming which was begun at the National 
Business Show. 


_- ° 


John H. Longstreet oe 
(right), Superinten- * 
dent of Northfield 
(1l.) Public Schools, 
shows off his new 
Meilink Hercules all- 
purpose _ business 
classroom _— stands 
which are used for 
both stenography 
and typing classes. 


“a 
ee 
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Lutheran Brotherhood’s 


New Office Building 


Headquarters of the Lutheran Brotherhood's 

fraternal life insurance society in Minneapolis, 

the building cost $2,500,000 and serves their 

membership of a quarter-million policyholders 

in the U. S. and Canada. (Also see photos on 
opposite page.) 


“xs #8 





The six-story build- 
ing has a_ curtain 
wall of blue-green 
porcelain enameled 
steel panels and 
glass. Architects 
were Perkins & Wili. 


A sunken garden and 
terrace faces the 
windows of the em- 
ployee dining room, 
lounge and  audi- 
torium. 





The Lutheran Broth- 
erhood's accounting 
division in its new 


office building. 


Partial view of the 
personnel who handle 
claims and other 
policyholders’ serv- 
ices of the Lutheran 
Brotherhood. 


Premium payment 
records of the 
Lutheran  8rother- 
hood's more “han a 
quarter-million pol- 
icyholders, with life 
insurance totaling 
over $650 million, 
are housed in Wat- 
son Trans-Dex Files. 








A Signal Corps 
Microfilm System 


Microfilm mounted in tabulating cards, used 
for transmitting engineering drawings, are ex- 
pected to save upwards of a_ half-million 
dollars annually in the Army Signal Corps 
procurement program, according to Maj. Gen. 


J. D. O'Connell, Chief Signal Officer. At 
Ft. Monmouth, N. J., over 300,000 engineering 
drawings have been microfilmed. Positive film 
prints, made from the original microfilm nega- 
tives, are mounted in tabulating aperture cards 
for distribution to Signal Corps installations 
throughout the world for reference in the re- 
pair and overhaul of equipment and for pro- 
curement purposes. They will also be used to 
make reduced-size paper prints to use for 
issuing bids to industry. 


Model C-3, Recordak 
Micro-File Machines 
are used to micro- 
film the drawings at 
two ratios of reduc- 
tion: 16 to | and 29 
to |. Since each 
drawing is exposed 
twice, a control de- 
vice connected with 
the electrical oper- 
ating mechanism, 
helps to prevent 
missed exposures. 


Inspecting microfilm with a magnifying glass 
to check for surface scratches. 


A master set of 
punched cards are 
made by viewing the 
finished film. After 
verification, cards 
are run through tabu- 
lating printers and 
duplicators to enter 
descriptive informa- 
tion and obtain the 
necessary number of 
sets. 
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To prevent misfiling of cards at installations where two sets are maintained, the Recordak 

Filmsort microfilm-aperture cards are differentiated by corner notches and colored stripes. 

Sets one and two are plain cards with right and left notches, respectively. Sets three and four 

are notched the same but also imprinted with a blue stripe in the center. Remaining sets are 

identified with yellow and green stripes. All stripes are located in a different position for the 
benefit of any color blind personnel. 


Final step in procedure is to insert film images in the card apertures, Filmsort mounting machines 

were designed and made for this operation. Guide lines on the reader screen enable operators 

to center each film image in the aperture. At present, new drawings and changes in old ones, 

average about 500 a week, These are microfilmed and duplicate positive prints in aperture cards 
provided to installations on a regular monthly basis. 
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Exterior is red marble, glass, buff brick, stone and aluminum. 


Ditto’‘s New 
Plant and Offices 


Located on a 27-acre site in the Chicago 
suburb of Lincolnwood, the new plant of 
Ditto, Inc., can expand upward, outward and 
within. More than 600 employees work in the 
modern one and two-story structure containing 
some 312,000 sq. ft. for manufacturing dupli- 
cating machines and supplies, and paperwork 
formerly done in six separate plants on 
Chicago's west side. The buiiding, designed 
by Battey & Childs, is expected to take care 
of Ditto's needs for at least the next five 

years, according to Kenneth M. Henderson, Building has some 9,900 sq. ft. of laboratory 

president. space including a library, pilot plant and 

humidity room. 


Low-brightness Alzak 
fixtures are recessed 
in sound-conditioned 
ceiling of plant 
office areas. Floor is 
asphalt tile. Walls 
are in different 
pastel shades for 
each department. 
Pneumatic tube sys- 
tem (at right) con- 
nects all  depart- 
ments. 
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Shadowless, glare- 
free lighting is cast 
by this 6,600-sq. ft. 
luminous ceiling 
which provides 100 
footsandles in the 
engineering drafting 
rooms of the Ditto 
plant. Corrugated 
plastic panels roll 
back for access to 
the fluorescent tubes. 


Automatic machines 
produce 60-70 thou- 
sand lineal feet of 
spirit carbon paper 
every work shift. To 
safeguard quality, 
this area has con- 
trolled tempera- 
ture and humidity, 
and is sealed off 
from the rest of the 
building. 


Ditto's offset dupli- 
cator assembly line 
is one of three as- 
sembly lines in the 
manufacturing area. 
The upper level of 
lighting fixtures pro- 
vide a general area 
illumination of from 
20 to 50 footcandles. 
Over the assembly 
lines and certain 
tools or benches, a 
second level of 
fluorescents __ raises 
intensity to 100-150 
footcandles, Ab- 
sence of walls and 
fixed equipment, 
plus availability of 
service facilities 
within 75 ft. of any 
point, makes for ex- 
treme flexibility. 





Finding and training 
high-fashion models 
may sound glamor- 
ous, but it is a busi- 
ness that requires 
voluminous _ paper- 
work, efficient and 
attractive offices. 
Shown here are the 
offices of Emily 
Brooks, Inc., New 
York model agency, 
which uses Luxco 
machine stands, side 
chairs and clerical 
posture chairs manu- 
factured by Badger, 
Inc., LaCrosse, Wis. 
Agency also uses 
Addo-X _ figuring 
machines and Adler 
typewriters. 


Computing model- 
ing charges for ad- 
vertising agencies, 
radio and TV sta- 
tions, filmed com- 
mercials and trade 
shows is a complex 
procedure, with dif- 
ferent rates and 
time charges for 
each job. Emily 
Brooks, Inc., uses an 
Addo-X machine on 
a Luxco stand which 
can be 1 olled to any 
departrent in the 
oTee. 
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Aypearance Always Counts 


eee e eee He ee 


Whether you're typing business letters on Jand, sea 
or even in the air (yes, Virginia, there are flying 
carpets), the impression they create has to be the 
right one. That’s why discerning secretaries every- 
where depend upon Columbia Ribbons and Carbons 
to give that special note of correctness to their office 
correspondence. Columbia Ribbon and Carbon Man- 
ufacturing Co., Inc., Glen Cove, N. Y. 


RIBBONS & CARBONS 


CLASSIC « SILK GAUZE * MARATHON ¢ COMMANDER 
PINNACLE . RAINBOW e DH&D . TITAN 
For More Information Circle No. 198 
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Ixoclalk, 


TRANSMISSION COMPANY 


TENNESSEE GAS 


The continuing leadership of these truly great Companies is a tribute to sound, farsighted management. 
Today in their offices aulomation for figures is at work. Throughout the country, large and small businesses 
are using Monro-Matic Desk Calculating Machines. 

With the Monro-Matic Duplex Calculator, figure-work time, costs and effort are measurably reduced. It gives 
answers to several problems simultaneously. It actually adds as it multiplies, adds as it divides, and by storing 


individual answers automatically 


eliminates the time-consuming 
addition or subtraction of See the MAN from MON RO E 


results when the final answer for CALCULATING 


is needed. For new figuring speed and accuracy write or telephone your local ADDING 
ACCOUNTING 


office of Monroe Calculating Machine Company, Inc. 
DATA PROCESSINS 
CHINES 


General Offices: Orange, New Jersey. Offices throughout the world. 


For More Information Circle No. 225 
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light penetrates... but you can't 
see through Speedmasler 


Speedmaster is a translucent master paper that is opaque to 
the eye, yet it permits light to pass through with ease. 


It has the appearance of a fine bond, yet it goes through 
direct print copy machines at a very high rate of speed to 
give you clean, sharp copies. 

It contains cotton fibers which give it the strength, perma- 
nence and feel of a fine rag bond. 


neenah 


paper 
company 


Please send me the free 
folder Speedmailer con- 
taining information and 
neenah, — samples of translucent 
wisconsin - | Seale | master papers. 


* Signature eo an eee adie 
(GALI : . Attach this coupon to your business letterhead and mail to Ol : 
WCE (O73 


Vig or Naa > meenah paper company, neenah, wis. 


For More Information Circle No. 219 
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Tags ..Labels 


D2unl Forms..Postcards 


LET) Boxes..Cartons 


MULTISTAMP is America's leading and 
most versatile hand stamp stencil duplicator. 
It's quick, accurate, easy. Get 1,000 or more 
clear, sharp impressions from one type- 
written or handwritten inexpensive stencil 
without re-inking. Just type, write, trace or 
draw on inexpensive stencil . . . snap it on 
duplicator and print—like using a rubber 
stamp. Made of non-corrosive metal to last 
indefinitely . . . no moving parts to wear or 
repair. 


There is a size for every duplicating need. 


8 complete outfits, $9.50 to $99.50 f.o.b. 
factory. Write for catalog or see your Office 
or Shipping Room Supply Dealer. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


OVER 35 YEARS 


MULTISIAMP 


STENCIL DUPLICATOR ® 


MANUFACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 

















WRITE FOR CATALOG AND 
FREE SAMPLE FORM-CUTE® 
STENCIL AND PRINT 


TAG ADDRESSING 


PACKAGE MARKING 
with ‘‘Form-Cut’’ Stencil 


For More information Circle No. 218 


THE Orrice—January, 1957 








JT be loying 
.) you, always! 


TIFFANY 


OFFICE MACHINE 


STANDS. 


First choice of office workers 
and management everywhere 


+». Love that Tiffany Stand!”’ 


Office workers love ’em because their work- 
day is much easier with a Tiffany Stand. 
Nerve - racking machine noises disperse 
through the open top; shake-proof con- 
struction prevents tiresome vibrations; no 
scratches or ruined hose from these smooth 
edges. 


Management loves ‘em because office workers are 
happier, more efficient. Superior, all-steel construction 
lasts a lifetime of continuous use... costs less per-year- 
of-service than any other stand. 





MODEL 5000 (shown at right) — popular for general 
use. Retractable casters, large drop leaf, adjustable 4-cup 
open top, compact. With 2 drop leaves—Model 5002. 





MODEL 8002 (shown above) —square tubular leg con- 
struction; larger and extra-heavy for electric typewriters 
and bookkeeping machines; absolutely vibration-free. 5000 


7 j ‘op leaf— 00. 
(With | drop leaf—Model 8000.) seet ead 5069 


Series also avoil- 


At better dealers everywhere...for further information, write Dept. 9 able 35/2" high for 


stand-up use. 


ey TIFFANY STAND.CO, occ snc 
} e@ ST. LOUIS 5, MO. 
For More Information Circle No. 210 
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Whatever line 
of conventional 
duplicating 
products 

you now handle 


among the 
world’s finest 
duplicating products: 


Flagship patented 
metallic back 
carbon paper 


Flagship carbon 
paper ribbons 


Offset ribbons 
Tabulating ribbons 
Addressograph ribbons 
Diazo ribbons 
Hotel Register carbons 
Artist transfer carbons 
School packs 
Carbon binders 
Soirit carbons 


Stencils 


are you ready to fill the 
NEW NEEDS 
of today’s customers? 





Revolutionary changes and improvements in typewriters and 
duplicating machines now call for the carbon and ribbon products 
that provide reliably good results with these new machines. 


To meet more fully all of today’s requirements Allied research has 
developed a whole new concept in specialized products. 


Take, for instance, one example: 


colored ribbons 
to match lietterheads 


With colored letterheads so popular, Allied Dealers enjoy a com- 
petitive advantage in selling ribbons to match their customers’ 
letterheads. Exact matches are produced from our stock of 27 
color shades in fabric ribbons and 30 different shades of carbon 
paper ribbons. 

Let the Allied man® show you one or more of these newest develop- 
ments, which you can add to your current line, to fill the needs o 


your most important customers today—and you'll begin to get 
acquainted with the value of an Allied franchise. 


* P.S. Or we'll be glad to send you details by mail. Just write to Dept. B3. 


AAL. LEE DD carson ano risson manuracturine CORPORATION, INC. 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 217 
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rrom HC. Allen 


the new... the exclusive -.. 


Visomatic 
Typewriters 


Now... R. C. Allen Visomatic Typewriters in any of 21 
color-keyed combinations to match your office. There are 
new R. C. Allen features, too, that mean more efficient typ- 
ing... the new R. C. Allen Hi-Speed Touch has a lighter 
touch for less typing effort; exclusive visible and automatic 
margins let you “see it, set it, forget it’. Fabric or carbon 
ribbon, choice of type styles, carriage widths — 11” to 26” 


10-KEY ADDING MACHINE 
The Only Adding Machine With a Memory 


You save time and motion, avoid errors with the exclu- 
sive R. C. Allen Memory and Recall Keys... press the 
memory key and hold any figure for later use, bring it 
back when you want it... press the Recall Key to speedily 
restore and correct errors without re-indexing. Also 
automatic step-over multiplication, motorized correction 
key and single or single-double-triple cipher keys. 


Please send me full color literature on the new "Color- | 
Keyed" Visomatic Typewriter, and folder on the Adding | 
en Machine With A Memory. | 

cs * 
Business Machines, Inc. 
, NAME 
FIRM 


668 Front Avenue, N. W. | ADDRESS 
Grand Rapids, Michigan | CITY 














For More Information Circle No. 197 
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SANDLER OF BOSTON makes faster sales analysis with DENOMINATOR 


Creators of modern styles for women’s shoes since 1889, 
SANDLER OF BOSTON wants to know, quickly, what styles sell 
fastest .. . and in what sizes and widths. 


By presorting all orders according to style it is possible to analyze 
sales of any one style by size and width simultaneously on The 
DENOMINATOR. Each size and width has its own separate 
DENOMINATOR counter, as shown above, from 5AAAAA to 11D. 
The amounts shown in individual counters are the answer! 


The DENOMINATOR can cut as much as 50% of the 
time normally required for sales analysis! It’s simple 
and economical! Try it on your sort-and-count problems 


and see. Write Dept. O-71. [<8 


>it The DENOMINATOR COMPANY, Inc. 
7 | “I 261 BROADWAY, NEW YORK 7, N. Y. 
= Ft Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 427 
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...but EVERYBODY... 


can They rush in twenty times a day: “Where's the Swift?” The machine weighs 

only 61% lbs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 

a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘stand and wait” to use it. I showed her the visible dials, the 

large clear type, the two-color ribbon and even did 150 operations 


a minute for her. 


P S: Some of the men would like to take ithome ff My beloveg 
in its zippered case to finish work at night — but Me, | Swift costs 


l lock it in my desk drawer! |} $ 9 950 


At better Office Machine Dealers everywhere or write for information TODAY on ly ph 
lus 


SWIFT BUSINESS MACHINES CORP. tax 
Great Barrington, Massachusetts 
For More Information Circle No. 209 
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FINGER-TIP 
CONTROLS s AUTOMATIC OPERATION 





Save time and cut costs on 2-sided forms by 


lithographing both sides in one operation. It’s easy with 
Model 242, easy to change from regular one-sided offset, easy to get DAVIDSON 
12,000 impressions per hour at normal operating speed—and easy on 
your operator, too! Finger-tip controls and automatic operation simplify 
any reproduction job. From a sitting position, your operator changes DUAL-LITH 
masters or plates in a jiffy because the quick change segment always 
stops at a predetermined, easy-to-reach position. And the automatic 
blanket cleaner keeps her hands clean. 
Best machine for short runs, Model 242 is best in the long run too! 
Send for Attachments Catalog, see how you also can do Davengraving, 
letterpress, dry offset, imprinting, numbering, perforating. Uses all 
types, styles, sizes of plates, and sheets from 3” x 5” to 10x 14”, 
manifold to light cardboard. Envelopes, too! 
Heavy duty construction, trouble-free opera- 
tion, low maintenance. Compare it! asians aeeeeeeane 


ProType makes DAVIDSON CORPORATION 
headli +i 29 Ryerson Street, Brooklyn 5, New York 
SSSHAS Se ting easy ( How can | do simultaneous 
2-sided lithography? 
DAVIDSON CORPORATION ( Send Attachments Catalog. 
Davi TJ) A Subsidiary of Mergenthaler Linotype C y (0 Arrange a demonstration. 





29 RYERSON STREET, BROOKLYN 5, NEW YORK Name 
Distributors in all principal cities and Canada Firm 
Address 
Text set in Linotype © Headings in Protype City Zone___State. 














(a ee re 


For More Information Circle No. 254 
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SPECIALIZING IN 


MASTER UNITS 


SPIRIT AND HECTOGRAPH CARBON PAPERS 


SPIRIT CARBON PAPER RIBBONS 


DUPLICATING FLUID 


RECOGNIZED THE WORLD OVER 
FOR THEIR HIGH STANDARDS 


AND DEPENDABLE PERFORMANCE 


SUPPLIERS TO DUPLICATING SPECIALISTS EVERYWHERE 


ROSE RIBBON AND 
CARBON MFG. CO., INC 


W JERSEY USA 





For More Information Circle No. 255 
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The Famous 


ACCcO 
PUNCHES 


No’s. 10 and 110 


ee is in fashion! And you'll 
find new eye appeal, new style attrac- 
tion, in these famous Acco products. 
We've dressed the already-most-popu- 
lar Acco Punches #10 and #110 in 
your choice of five colors in addition 
to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative scheme, or identify each punch with 
its proper desk location by selecting from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan). 


Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn’t 
yet secured a color assortment, write 
us his name and we'll see that you are 
supplied. 


ACCOBIND folders ACCO clamps 
ACCOPRESS binders ACCO punches 
PIN-PRONG binders THE ACCOWAY SYSTEM 


(for marginal multiple punched forms) (for filing Blueprints and all large sheets) 


ACCO PRODUCTS, INC. 


Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 216 
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How to be a “clean desk” man 


A new Organized Desk with an ingenious 
ability to lend a hand to a man at his work 


PPPrrrrerrrrrrrrrrrttitiiitttitttittit Se eeeeceeeeceeeeseeee 


Ever noticed the amount of useless stuff that drifts 
around on top of a desk? And a lot of desk drawers 
too are in the same state of clutter. 

This condition gets in the way of a lot of work. 
It’s the reason why the new Shaw-Walker Organized 
Desk is such a big help in getting things done. 

Move in behind one of these Organized Desks and 


“Built Like a 
Skyscraper 


you make a clean sweep of clutter. 
Your desk top is cleared and stays 
clear. Here’s how it’s done! 

Work Organizer drawer interiors 
provide specific space for letter trays 
and all other work and working tools. 
Everything is organized for quick finding with- 
out hunting. Two revolutionary advances are, 
drawer space for your wastebasket and telephone. 
The booklet, “Time and Office Work,” is packed 
with ideas for stretching office time. 36 
pages! Many color illustrations! Write to- 
day, on business letterhead to: Shaw- 
Walker, Muskegon 8, Michigan. 


_ Al Largest Exclusive Makers of Office Equipment 
Muskegon 6, Mich. Representatives Everywhere 
Se er ae Se 
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Automation Will Aid Banks 
Meet New Service Demands 


ERLE COCKE 


President, American Bankers Assn. 
Vice Chairman of Board and Chairman of 
Executive Committee, Fulton National Bank, Atlanta. 


ANKS ARE BUSIER than ever be- 

fore. They are serving more people. 

r'hey are making more loans and of 
new varieties and under new conditions. 
They are providing new and better fa- 
cilities as the people in our communities 
learn more and more to make use of 
such services as personal checking ac- 
counts, instalment credit and special 
savings accounts. Thus, banking’s 
horizons are being broadened, not only 
in the larger segment of the increasing 
potential market that we reach, but also 
in the opportunities being presented to 
young people to make banking their 
sareer. 

As we plan for the future, we are 
aware that our banks are facing com- 
petition as never before, which is test- 
ing their adaptability and willingness 
to serve. At the center of the picture 
we see the basic fact that banks deal in 
money. They assemble funds of the 
economy and, among other things, ex- 
tend credit where it is needed for the 
growth and current operations of our 
nation’s business. Under the stress of 
the rapid pace of business activity and 
economic growth, money is a highly 
valued commodity. However, banking’s 
administration of monetary resources 
requires, as perhaps no other single type 
of business classification does, a well 
rounded knowledge of the economic 
activities carried on by people in our 
communities. We are constantly aware 
of our need to personalize and mer- 
chandise banking services. 

One of our ;ressing problems today, 
as it is with otaer businesses, is to pre- 
pare for a succession of leadership in 
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our banks which will insure them of staff 
members who are trained and qualified 
to deal with the complex problems of 
management, the formulation of policy, 
and the equally important problems of 
maintaining the efficiency and quality 
of banking services through the de- 
velopment of new operating procedures 
and techniques. Efficiently operated 
banks are one of the strongest assets a 
community can possess. 

As president of the American Bank- 
ers Association, I am happy to report 
that the banks are looking ahead five, 
ten, twenty or more years into the future 
to prepare themselves for an expanded 
volume of operations and to provide 
the new services which may be demanded 
of them. In the ABA, state bankers 
associations and individual banks, con- 
tinuing studies are being made which 
constantly add to our technical know- 
how so far as automation and electronics 
can be applied to bank operations. 

For example, it is estimated that to- 
day 90% of all »ayments in the United 
States are made by the use of bank 
checks. _ As our pepulation and econ- 
omy grow, the volume of checks that 
must be cleared through the facilities 
of the Federal Reserve Banks and the 
correspondent banking system is con- 
stantly expanding. Continuing studies 
are being made to develop equipment 
to process millions of checks in transit 
and to streamline procedures. 

Many bank services widely used to- 
day were of comparatively minor im- 
portance a few years back. The de- 
velopment of personal checking ac- 
counts, instalment loans, amortized 
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mortgages, new trust services, and many 
similar functions have brought about a 
greater interest in the application of 
electrical and electronic equipment to 
provide the capacity and the efficiency 
needed to do this job economically. 
Committees of our association con- 
stantly carry on studies and cooperate 
with equipment manufacturers to pro- 
vide banks with machines for record 
keeping, data processing and better 
communications. In some fields such as 


savings banking, for example, we have, 
to a large extent, completed our investi- 
gation and development work and are 
now concerning ourselves with the ac- 
tual use of these machines as the com- 
ponents of systems. Far from being a 
device that will displace people from 
employment, the development and use 
of these machines will open up new 
possibilities for banking services, thus 
providing new opportunities for people 
with superior technical training. 


Railroads Pioneer Use of 
Automatic Office Machines 


P. J. KENDALL 


Chairman, Accounting Division, Assn. of American Railroads. 
Vice President and General Auditor, Southern Pacific Co., 


HIGHLY 
competitive transportation branch 
of industry, the railroads, like all 

industry, have for many years been 
faced with spiraling material and labor 
costs and an increasing burden of pa- 
perwork. In fact, one of the greatest 
problems faced by the railroad chief 
accounting officer today is the control 
of paperwork costs. This problem is 
being met energetically, through explora- 
tion and adoption of up-to-date meth- 
ods and the utilization of new effort- 
saving machines and devices. 

Railroad improvements go much 
deeper than the billions of doilars in- 
vested in powerful, efficient, modern 
diesel locomotives; in safe, comfortable 
streamlined trains and dome cars; in 
thousands of new, high capacity, fast 
rolling freight cars, specially built to 
meet shippers’ requirements; and in 
modern trucks and trailers, and trailer- 
flatears to provide economy, flexibility 
and fast, safe movement of shipments 
by trailers-on-flatears. 

Behind the scene are huge invest- 


(Jesepsisive IN THE 
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San Francisco. 


ments: in centralized traffic control and 
electronic train dispatching equipment; 
in multimillion-dollar railroad yards 
where electronic scales, radar-activated 
automatic braking devices, high speed 
punched card machines, teletypewriters 
and radio communication speed the 
sorting and switching of freight cars 
and advance their. movement to destina- 
tion; in modern efficient railroad shops, 
where up-to-date equipment, methods 
and skilled craftsmen keep in order the 
large fleets of diesels, freight and pas- 
senger cars and other equipment neces- 
sary in railroad operations. 

Although railroad earnings have not 
been sufficient to warrant investment on 
the scale that is needed, over the past 
ten years American railroads have in- 
vested an average of over a billion dol- 
lars a year in improving their plant and 
streamlining their operations. 

Less spectacular, but also important, 
are the gains made in the field of ac- 
counting and paperwork. The multi- 
tudinous transactions taking place daily 
at the thousands of locations where rail- 
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road business is conducted throughout 
the nation must be recorded and taken 
into the accounts. This is so each of 
the roads participating in furnishing 
service will receive its proper share of 
the revenue, and so that owners and 
management of each railroad can be 
kept currently informed of the results 
of operations—-where the company 
stands, how it got there, and what the 
trend is for the future. 

To advance the performance of this 
paperwork, railroads: have been quick 
to adopt simplified clerical procedures 
and to install modern effort-saving busi- 
ness machines. With these machines, 
employees are able to more effectively 
perform their work with a minimum 
waste of effort. They are relieved of 
much tedious and time-consuming rou- 
tine work, making their jobs more in- 
teresting—a challenge to ability and 
initiative, rather than humdrum chores. 

Railroad investment in modern office 
machines (thousands of typewriters, cal- 
culating machines, remote control dic- 
tape-operated auto- 


tating machines, 
matic typewriters, electric billing ma- 
chines, instant photocopying machines, 


and hundreds of other effort-saving 
tools) runs into millions of dollars. The 
industry’s rental bills for the batteries 
of modern punched card and electronic 
data processing equipment, used by 
large railroads to keep abreast of their 
paperwork, aggregate millions of dol- 
lars a year. 

Railroads were the first commercial 
users of punched card machines, the 
first installations being made in the 
early 1900’s. They also were pioneers 
in the use of card-to-tape and tape-to- 
card machines, to link punched card 
methods with Teletype transmission. 
This, for example, enables data punched 
in cards for use at one yard office to 
be automatically transmitted to the next 
yard office for use there, and also to 
the general office for processing to meet 
the needs of accounting, operating and 
traffic departments, as well as to supply 
shippers and other railroads with in- 
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formation regarding the movement of 
cars. . 

Today, the railroads are pioneering in 
the application of electronic data proc 
essing machines, to reduce the burden 
of paperwork and to speed the fur- 
nishing of information regarding the 
results of operations. With respect to 
medium size computers and magnetic 
drum data processing machines, installa- 
tions by railroads have been numerous. 

In the large computer class, IBM 705 
and Remington Rand Univae systems 
were placed in operation by several 
railroads in 1956. One of these is a 
Model II IBM-705 (with 40,000 posi- 
tions of magnetic core memory), which 
I am informed was the first delivered 
to any customer. Additional railroad 
installations of both large and medium 
size electronic data processing systems 
are scheduled for 1957, including equip- 
ment specially engineered to meet rail- 
road requirements. 

Working individually and together, 
exchanging information through the 
AAR accounting division and through 
the Railway Systems & Procedures As- 
sociation, railroad accounting officers 
are keeping in close touch with progress 
in the electronic machine field and in 
developing applications for the ma- 
chines to railroad work. Similarly, 
through standing AAR committees, rail- 
road accounting officers are kept in- 
formed of developments in the field of 
office work mechanization and simplifi- 
cation. 


For many years these AAR committees 
have led the efforts to streamline and 
mechanize railroad accounting and pa- 
perwork, particularly in the area of 
forms and methods standardization in 
connection with the interchange of cars 
and the division of interline revenues 
between carriers. They have been re- 
sponsible for innumerable changes and 
improvements in methods and proce- 
dures, leading to the adoption of uniform 
forms and standard practices for get- 
ting paperwork done with minimum 
waste of effort and at costs consistent 
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with the value of end results. 

However, conditions constantly change 
and, regardless of the good work done 
in the past, the need for further im- 
provement is always present. This think- 
ing led to the formation in 1955 of a 
special AAR committee of chief ac- 
counting officers, from ten major rail- 
roads, to study various phases of rail- 
road paperwork. This committee is de- 
voting its efforts primarily to paperwork 
involved in the settlement of revenues and 
expenses shared between roads partici- 
pating in the movement of freight and 
passengers, but it also devotes attention 
to any opportunity for improvement that 
seems to promise benefits for the in- 
dustry in general. An example of this 
was a detailed report furnished to all 
chief accounting officers concerning ad- 
vantageous uses for high speed photo- 
copying machines. 

The advantages to be gained from 
these machines have led railroads to in- 
dustry-wide adoption of translucent pa- 
per for printing some of the standard 


forms exchanged between carriers, such 


as waybills and related documents, 
which are used in the millions. With the 
high speed copying machines, informa- 
tion initially recorded by one railroad 
can be machine-copied by others in a 
matter of seconds at a cost of only a few 
cents, speeding the transfer in informa- 
tion from one form to another and elim- 
inating errors in copying. 

However, the special committee’s 
studies are principally directed to simpli- 
fication of the basic principles and prac- 
tices underlying large volume paper- 
work procedures. Under study are such 
subjects as simplification in the bases 
and procedures for divisions of revenues 
between roads; further mechanization of 
interline settlements and the develop- 
ment of standardized punched cards for 
exchange between railroads; standard- 
izing car identification information and 
the reporting of data regarding car 
movements; simplification of paperwork 
involved in settling freight claims; and 
many other procedures that involve sub- 
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stantial amounts of paperwork. 

An encouraging amount of progress 
has been made in many of the areas 
under study and the special committee 
feels that much more will be accom- 
plished as the studies progress. Some of 
the projects. offer early opportunities 
for improvement, and these are ad- 
vanced as rapidly as possible. Others, 
such as the adoption of uniform codes 
for recording, transmitting and proces- 
sing information concerning the move- 
ment of cars and their contents, involve 
broad, long-range planning and joint 
consideration by the various railroad de- 
partments that originate or use the in- 
formation. 

As I said before, one of our greatest 
problems is the control of paperwork 
costs and we are therefore looking for 
all available assistance in the develop- 
ment of ideas for improved methods, 
wherever railroad paperwork may be 
performed. Hence, a further word might 
be in order regarding the Railway Sys- 
tems & Procedures Association, a fairly 
new organization of railway men which 
works in full cooperation with the AAR. 
A unique and valuable feature of this 
organization is that membership is in- 
dividual and not company. The railroad 
companies do, however, help support 
RSPA, in view of its value in progres- 
sing modern methods. Many of the proj- 
ects being studied are connected with 
railroad operating department functions, 
and the membership includes numerous 
officers such as general managers, chief 
engineers and research officers, in addi- 
tion to many accounting people. The 
structure of this interdepartmental or- 
ganization is such as to afford a maxi- 
mum opportunity for independent 
thought and action, contributing much 
to its suecess in fostering the develop- 
ment and application of improved 
methods and procedures. 

In addition to the collective thinking 
and unified efforts by members of AAR 
committees and the Railway Systems & 
Procedures Association, research and 
methods organizations of individual 
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railroads are investigating and develop- 
ing applications for new machines and 
improved methods, and they freely ex- 
change information with other ,rail- 
roads in regard to the new methods and 
practices found advantageous. 

In the various AAR accounting di- 
vision meetings, accounting officers meet 
on common ground and, through the free 
exchange of information concerning op- 
portunities for improving methods and 
practices, reach sound decisions that are 
for the common good. 


The foregoing but briefly outlines 


what the railroads have done and are 
doing to keep in step with technological 
developments and improvements being 
generally studied throughout the nation. 
The collective thinking and coordinated 
efforts of railroad accounting officers 
already have resulted in substantial gains 
in the field of simplifying railroad pa- 
perwork. We in the railroad accounting 
field look forward with confidence to 
additional improvements resulting from 
continuing energetic exploration and ap- 
plication of up-to-date machines and 
methods. 


Group Appraisal Method 
In Employee Relations 


EDMUND D. DWYER 


President, Armed Forces Management Assn. | 
Chiet, U. S. Navy Management Office, Washington. D. C. 


ing place in the world today. This 

is largely the result of the forces 
released by the atom and the electron. 
Machinery and devices which were once 
considered wild dreams of science fiction 
writers are now a fact. Because of this 
rapid development and application of 
these technological and scientific dis- 
coveries, traditional ideas and concepts 
are being changed almost daily. We 
no longer talk about the possibility of 
accomplishing the impossible; instead, 
we wonder how soon it is going to be 
done. What the eventual results of these 
developments will be no one can say 
with authority. However, we all realize 
that their influence is being, and will 
continue to be, felt far and wide. This 
influence is viewed with concern by 
many thoughtful people when they con- 
sider what effect it will have on the 
difficult relationships of man to his fel- 
low man and to the world around him. 
This interest in human relations is 


[hing piace in the CHANGE is tak- 
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not solely the result of the atom and 
the electron. There has been a steadily 
increasing concern with this question 
sinee the early 1940’s. At that time 
many people began to realize that our 
technological progress had far surpassed 
our social development. There did not 
seem to be any limit to the country’s 
economic expansion. Production tech- 
niques, machines and processes were 
constantly being improved and made 
more economical and efficient. All at- 
tention, however, seemed to be centered 
on the machine as the provider of the 
plenty. The machine was pampered and 
coddled. All its characteristics were 
known and requirements fulfilled, but 
little or no attention was being paid to 
the man who made the machine func- 
tion. 

That technology had thrown large 
groups of people into big social organi- 
zations which created entirely new prob- 
lems of social control—was dismissed. 
That these big organizations were com- 
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plex structures where each man dealt 
more and more with his subordinates 
and co-equals, and not with the actual 
product, also seemed to be overlooked. 
Product knowledge was still empha- 
sized; skills and abilities in dealing with 
people were minimized. The fact that 
the society had changed from one of 
independent craftsmen to one of inter- 
dependent specialists where each was 
dependent on one another’s skills and 
products, did not appear to be appre- 
ciated. 

Modern man assumed that if tech- 
nical and economic factors determining 
the production and distribution of goods 
were taken care of, the social codes of 
human association would more or less 
take care of themselves. This was unlike 
primitive society which assumed that 
if the traditional way of doing things 
was preserved, the economic problems 
would take care of themselves. What 


was needed was to inject some of the 
primitive approach into our modern 
practices by shifting the attention away 


from the machine and to the operator. 
This same concern, that the machine will 
dominate its creator and operator, has 
resulted in increased interest in human 
engineering in this dawn of the atomic 
age when the complexity of the social 
interactions and interrelationships is 
multiplying daily. 

Morale, effective communications, line 
operated training, performance stand- 
ards and evaluations, incentives and 
awards, and the multiude of other tech- 
niques necessary to good human rela- 
tions are being studied and discussed 
more intensively than ever before. 
Recognition and motivation of the indi- 
vidual is now considered paramount. 

The achievement and practice of good 
human relations is a goal worthy of 
our best efforts—both as individuals 
and organizations. As individuals our 
suecess or failure depends on how well 
we get along with other people. As 
organizations, the degree of our success 
is influenced to a considerable extent by 
the effectiveness with which we keep in- 


dividuals working together harmoniously 
and cooperatively. However, human 
relations as practiced by many individ- 
uals and organizations are not a cure- 
all and are often completely unsuccess- 
ful. This failure can be attributed to 
three general causes which we should 
all guard against. 

First, we must not be overly individ- 
ual-centered in our human relations ap 
proach. This may seem contradictory 
to what was previously stated, that the 
individual is the chief factor to be con- 
sidered in human relations. This fact 
is not denied, but we must always re- 
member that the individual cannot be 
considered independently of his job, his 
associates and the organizational and 
technological environment in which he 
works. He .is affected by all of these 
factors and in turn exerts an influence 
on them. While considering people as 
independent individuals, we must give 
equal attention to the individual as a 
member of the group who is influenced 
by group standards and situation de- 
mands. 

Second, we must realize that human 
relations cannot be legislated. Once it 
is decided that the establishment of good 
human relations practices is necessary, 
the first impulse is to decree that every 
one is to be human relation conscious. 
Such an approach is doomed to failure, 
nor does the establishment of the vari- 
ous human relations techniques guar- 
antee good human relations. Good 
human relations must be practiced in 
deeds and not decrees. 

Third, we must never consider all sit- 
uations as being identical. Human re- 
lations has many complex crosscurrents. 
The individual is affected and, in turn, 
affects the group. He is motivated by 
various forces depending on his indi- 
vidual needs. His behavior depends on 
what he sees and hears and how he in- 
terprets it. The complexity is further 
increased by the situation or organiza- 
tion in which he works. An organiza- 
tion is a complex joining together of 

(Continued on page 233) 
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The Seven Pillars of 
Management Excellence 


JACKSON MARTINDELL 


President, American Institute of Management, New York. 


continuous top 
quality personnel, particularly at the 
executive level. Personnel policy is one of 
the basic indications as to whether a 
company will prove excellently managed, 
or even well managed, in the future. The 
American Institute of Management par- 
ticularly observes and analyzes a com- 
pany’s activities in the personnel area. 
There are seven basic considerations in 
the study of top level personnel func- 
tions—seven pillars of management ex- 
cellence upon which will stand the entire 
workings of the company. They are: 

1. The place of personnel functions 
in the management chart. 

2. How prospective personnel are 
located. 

3. Methods used in selection of future 
personnel, 

4. Training of future personnel. 

5. Development of management per- 
sonnel. 

6. Principles and practices concerning 
the advancement of personnel. 

7. Methods and procedures for the 
separation of management personnel. 

The institute believes that proper 
recognition of the place of personnel 
funetions is the most important of the 
seven pillars. Picking the right men, 
and training and developing them, can 
make or break the corporation in the 
future. 

Except for smaller companies where 
the president does the hiring or directly 
supervises hiring, the institute believes 
the personnel director should report to 
the president or chairman of the board 
at regular intervals. The personnel di- 


XCELLENT MANAGEMENT 
basically requires 


Tue Orrice—January, 1957 


rector must be a member of top manage- 
ment’s team and be in close contact 
with other first-line officers. He should 
be of vice-presidential rank, subject to 
no one but the president or chairman, 
and receive a salary commensurate with 
his rank. 

The institute leans toward men edu- 
eated in broader patterns than from 
purely professional schools. There is a 
“lack of general executive ability and 
knowledge” today on the part of men 
whose schooling has sent them directly 
into jobs for which they were educated. 
Many non-college men have this broad- 
ness of outlook that is the mark of the 
good executive, because of their expe- 
rience outside schools. 

A company which remains bound to 
local sources of personnel is courting 
trouble. By its very size, a local com- 
munity often cannot offer all a company 
should have to draw from. The target 
for good executive personnel should be 
nationwide. 

Selection is perhaps the greatest 
single area of study. The average com- 
pany today still follows the hit-or-miss 
method. Too many managements fail to 
realize that every human being is dif- 
ferent, making selection difficult. Al- 
though some top quality personnel 
officers have intuitive judgment on 
selection, the institute believes that com- 
panies should set aside money for re- 
search on this problem. A few thousands 
are worth investing to procure an execu- 
tive eventually worth a quarter of a mil- 
lion dollars. It is a major mark of a good 
or a bad personnel program whether or 
not a company is cognizant of this prob- 
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lem and has taken steps to study and 
solve it. 

So much has been said about executive 
training that the institute has been ap- 
palled by the fact that only a minority 
on its list of excellently managed com- 
panies, the most efficient in American 
industry, have executive training pro- 
grams. Training can make or break a 
potentially fine executive. Training 
builds a team, and men who will work 
efficiently within that team. No true 
executive personnel planning is possible 
without some training program. For an 
excellent example of this important 
point, the institute cited the National 
Cash Register Co., where it was seen 
that the more comprehensive the training, 
the better. 

Development is a logical successor to 
training just as work succeeds school. 
For companies with formal training pro- 
grams, it is a practical test of both the 
man and the company to advance him 
through various positions to develop him 
for top positions. As in the army, it is 
often that men equipped with every 
advantage of education and training fall 
by the wayside when put to the practical 
test. While often the fault of the individ- 
ual in the army, in industry a lack of 
development is more frequently trace- 
able to the company than to the man. 

Good executives don’t just happen. 
Men must be developed to function at 
peak efficiency. Each company is a 
diiferent entity and only a sound proc- 
ess of development can produce a man 
fitted to serve that entity. Development 
programs take many forms but one of 
the best modern systems involves 
planned job rotation. This gives ample 
opportunity to observe a man meeting 
different challenges and turns out leaders 
intimate with all aspects of the business. 
The institute has found that some form 
of rotation gives excellent results in 
development. 

Development doesn’t cease at the 
plant door but involves the location of 
a man’s home, his activities after hours, 
his hobbies, ete. That he associate with 


78 


men in his own company, and with men 
of equal or greater business standing, is 
important because it builds contacts, 
helps indicate his adaptability, his per- 
sonality and his whole character in 
relation to men with whom he will be in 
constant touch. But that he associate 
only with business associates is not help- 
ful, for a man with no interest but bus- 
iness is rarely a top-flight executive. He 
is often too narrow. It is also important 
that aspiring executives take more than 
an adequate part in community activities. 

The mechanics of advancement should 
be not only smooth but readily compre- 
hended by all concerned. Uncertainity 
lowers morale. Advancement must be 
fair, because nepotism is absolutely in- 
compatible with good advancement 
policies. This doesn’t mean that relatives 
of company officials should never be in 
the privately owned company’s em- 
ploy—such a policy would be absurd 
and unfair to the man just as nepotism 
in advancement is unfair to his associ- 
ates. It simply means that the policy 
must be so erystal clear that the reason 
for a man’s advancement is readily ap- 
parent, leaving room, perhaps, for dis- 
agreement, but never for dissatisfaction 
when rumor and angry conjecture re 
place frankness. 

It is wise for a company to have a 
chart of potential advancement possibil- 
ities for executives, so they may honestly 
know to what they can aspire. Some top 
executive should be available for con- 
sultation with this level of personnel at 
all times. All advancement must be made 
on the basis of accurate executive evalu- 
ation, involving a scrupulously honest 
and objective appraisal of an individ- 
ual’s worth. Seniority alone is not an 
advancement criterion calculated to 
produce the best management. But 
seniority must be taken into account, 
all other factors being equal, 
or morale will suffer. American Tele- 
phone & Telegraph Co. is noted for high 
morale traceable to good advancement 
policies. 


Excellence of management, or its 
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weakness, is often in direct proportion 
to the amount of “dead wood” in top 
management timber. The institute has 
found innumerable cases where other- 
wise excellent companies have been liter- 
ally jammed in their operations by in- 
competence in executive ranks. Procter 
& Gamble Co. has truly outstanding 
separation policies. 

A firm, honest and clear separation 
policy is often the point most over- 
looked in executive personnel policies. 
Nobody likes to fire men, but often this 
works against the man’s own best in- 
terests. The man not functioning prop- 
erly is rarely happy where he is, because 
unless he is totally incompetent, he knows 
that he is not doing his job well. It is 
often the best possible thing for him 
to change places. 

The most important part of poor 
separation policies is that capable men 
are often held back because there is 


no room for them waen “deadwood” fills 
positions above. A thorough study by 
outside experts or by the personnel 
department is the first step in solving 
the separation problem. Next, an objee- 
tive means of separating them must be 
established with elements of personal 
prejudice left out. One of the best 
methods is a standing executive com- 
mittee to pass on merit ratings so that 
men do not reach levels above their 
abilities. Since separation inevitably in- 
volves unpleasantness, it is important 
that it be straightforward, clean-cut, 
direct and upright. 

It cannot be overemphasized that 
excellence in management depends upon 
the excellence of the managers. Andrew 
Carnegie once said that you could take 
away his plants, his customers, his 
capital and his whole physical set-up, 
but, if you left him his executive team, he 
could re-establish himself. 


The Basic Elements of 
Organization Planning 


JOHN B. JOYNT 


President, Society for Advancement of Management. 
American Enka Corp., Enka, N. C. 


ceptions about organization plan- 

ning: that it deals only with de- 
signing the structure, and that it only 
deals with selection of personnel. A 
broader concept is that both structure 
and people are important. Organization 
is first a planning process by which we 
fix responsibility for results, delegate 
authority to make decisions, and estab- 
lish effective working relationships be- 
tween functional groups and individ- 
uals. To improve manageability of the 
enterprise is its primary objective. This 
is accomplished by integrating the skills, 
interests and objectives of people with 
the objectives of the enterprise. 


[eerie ARE TWO popular miscon- 
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People engaged in systems and proce- 
dures work have similar objectives. One 
steel manufacturer had a very efficient 
systems and procedures group refining 
the clerical and administrative routines. 
Its paperwork functions were operating 
at top productivity. Recently, top man- 
agement decided to review the organiza- 
tion structure and it consolidated two 
subsidiaries into one company. Through 
the consolidation many organizational 
and procedural improvements were ef- 
fected. 

Some basic considerations in organi- 
zation planning are: 

1. ORGANIZATION OBJECTIVES, 

a. The basic plans and objectives of 
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the corporate enterprise should be de- 
termined, and the organization struc- 
ture should be adapted to carry out 
such plans and objectives effectively. 

b. The organization should be built 
around the major functions of the busi- 
ness. It should contribute to and also 
be governed by the basic work processes. 

e. The organization should be suffi- 
ciently flexible to meet new and chang- 
ing conditions which may be brought 
from within or outside the company. 

d. The organization structure should 
be as simple as possible and the num- 
ber of organization units kept at a mini- 
mum. 

e. The number of levels of authority 
should be kept at a minimum. Each ad- 
ditional management level lengthens the 
chain of authority and responsibility, 
and increases the time for instructions 
to be distributed to operating levels and 
for decisions to be obtained. 

f. The form of organization should 
permit each executive and supervisor 
to exercise maximum initiative within 
the limits of delegated authority. 

Until we determine our objectives, 
there is no reason to organize or to re- 
organize. We do not change organiza- 
tional structure just to have a better 
looking chart. We must determine not 
only the objective but the real gains 
anticipated under the new plan. 

Sometimes we take our objectives for 
granted. They’re traditional and accept- 
ed without question. For that reason, 
apart from organization, it is quite es- 
sential to review objectives. This review 
should apply to the company, and each 
organizational unit within it. Such a 
review should be a continuing program. 
Many companies, unfortunately, do this 
only when a new president comes in, 
when earnings begin to drop, or when 
they slip competitively. Too few regard 
this introspective review as a recurring 
part of the management job. 

A director of industrial relations in 
a small textile plant had 12 people re 
porting to him. Eight were keeping rec- 
ords and only four doing industrial re- 
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lations work. The department had add- 
ed certain functions during World 
War II while operating on a cost-plus 
basis. Five years later they reviewed 
their objectives. Many functions were 
contributing little. Other very important 
things never had been considered. As a 
result of the review, nearly all record 
keeping was eliminated, and some new 
programs were undertaken. This depart- 
ment now has but seven people; how- 
ever, the foreman and department heads 
currently are getting real industrial re- 
lations benefits. 

2. ASSIGNMENT OF RESPONSIBILITIES 
(Delegation). Objectives are accom- 
plished through people by the assign- 
ment of responsibility and authority 
necessary to insure that a good job can 
be done. One common misconception 
arises from re-delegation. Accountabil- 
ity is not removed by delegating to a 
subordinate. If a vice president dele- 
gates to a department head who, in 
turn, delegates to his subordinate; ulti- 
mate responsibility still rests with the 
vice president. The following are guid- 


ing principles in assigning responsibili- 
ties: 

a. Assign responsibilities on as broad 
a basis as possible. One of the major 


causes of executive discontent is lack 
of challenging assignments and failure 
to give an individual freedom to man- 
age. People are looking for an oppor- 
tunity to contribute. 

b. Group like functions together, and 
keep the organization as simple as pos- 
sible. Delegation begins with an attitude 
of mind. We should place the decision- 
making as close as possible to the point 
of action. 

3. ESTABLISHMENT OF PROPER RELA- 
TIONSHIPS. When determining authori- 
ties and responsibilities of organiza- 
tional units, also consider the relation 
ships between them. Establishing proper 
relationships is tied into the assignment 
of functions. As a general rule, line 
and staff relationships are most impor 
tant. We should: 

a. Determine what the line functions 
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are. This applies not only to the com- 
pany but to principal organizational 
units within. 

b. Determine what staff services are 
necessary to support the line. 

ce. Establish relationships between 
line and staff. How will they work with 
each other? 

d. Establish proper cross-relationships 
between both staff and line units to 
make day-to-day working relationships 
as simple and direct as possible. Elimi- 
nate fuzzy, ill-defined relationships. Un- 
til we do this, we will not have a clean 
organizational structure. 

e. Consider outside relationships, liai- 
son with legal counsel, the press, banks, 
customers, the community, suppliers, 
ete. Many difficulties arise in selecting 
a man to contact customers—not on di- 
rect selling—but on many things related 


to selling. The same applies to suppliers. 
We can eliminate these difficulties only 
when we determine the contact in each 
major functional area. 

Organizational planning is the process 
of assigning responsibilities to organiza- 
tional units and individuals, and estab- 
lishing proper relationships which will 
facilitate the accomplishment of objee- 
tives. When this is done, people know 
where they stand. Doubts, fears and 
suspicions are erased, leaving the path 
to progress and growth less obstructed. 

If we have done a good job of organ- 
ization planning, we wiil have assigned 
authority and responsibility on as broad 
a basis as possible to every employee, 
and created a climate in which each in- 
dividual will be able to make his maxi- 
mum contribution to the suceess of the 
enterprise. 


Automation Puts Three 


Pressures on Systems Men 


ALLEN Y. DAVIS 


President, Systems & Procedures Assn. of America. 
Manager of Systems, Chas. Pfizer & Co., Brooklyn, N. Y. 


FFICE AUTOMATION is a gen- 

eric term, and is a part (a rather 

diffuse part) of automation as we 
know it today. The term most frequently 
seems to mean the automatic data sys- 
tems or electronic systems (or compon- 
ents) which have come into heavy use 
during the past five years. 

Automation, in the wider sense, is 
used as a generic term too, and seems 
to have a connotation equivalent to 
“machines—not men—at work”. This 
connotation gives rise to the question, 
“What shall we (or personnel, or bus- 
iness, or labor, or government) do about 
the problem of automation. Problem has 
the unhappy aura of overhanging clouds, 
major work-force dislocations, employee 
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dissatisfaction, and so forth. Underneath 
lies the pessimistic view that whatever 
changes the status quo, upsets it badly— 
which is not always the ease. The an- 
swers reflect the gloomy, built-in assump- 
tions of the question. 

In quite another sense, the problem 
of automation has been taken as the 
challenge of automation, in the same 
way a mathematician takes on an un- 
solved question’ as a challenge. There 
are some much brighter answers to the 
question of automation when it is taken 
this way. 

Office automation shares these two 
differing approaches, but has an ingred- 
ient of its own—the “thinking machine”. 
One worries whether the new hardware 
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will supplant not only clerical workers 
but executives as well. (There is a little 
disguised assumption behind this ap- 
proach, which seems to deny “thinking” 
to clerical operations, but this belongs 
to another discussion. ) 

For the systems man, the problem of 
automation rests on a single, hard rock: 
office automation is here to stay. It’s not 
just a luxury of good times, though good 
times have greatly increased the speed 
with which new developments are being 
added to the list that systems men have 
to become familiar with. A great deal of 
equipment, on the drawing boards only 
two to five years ago, is now “on the 
floor”, and will be there tomorrow and 
the day after that. For many of us, this 
has meant shifting the emphasis of our 
thinking, and doing a bit of catching 
up. I imagine there is still a residue of 
wishful thinking in some of us that some- 
how all this will go away so we can go 
back to what we knew before. 

For the systems man, the problem of 
automation can be expressed in terms 
of the pressures which are driving his 
company into the new equipment field: 


1. The competition between companies. 
There is considerable pressure of this 
sort, and I would place it high in fre- 
quency of occurrence. 


2. The desire to modernize, and 
modernize all the way. It can be called 
the “Don’t electrify—automate!” school 
of equipment buying. 

3. The demand for more information 
in shorter and shorter periods of time. 
Frequently, this pressure is cited as the 
reason for putting equipment on order, 
and for undertaking systems work. I put 
it as the third pressure because it seems 
that the other two outweigh it in actual 
fact. 


Pressure No. 1 seems to get its force 
from the lag-times between ordering and 
obtaining equipment. Few companies 
are truly prepared to look ahead three 
years and say just what internal re- 
quirements will have to be met, let alone 
what external competitive conditions will 
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prevail. “Everyone” seems to be mechan- 
izing, and a long lag-time is magnified 
when considered as competitive lead-time. 
It’s a self-imposed handicap on the 
“watch-and-wait” school of thought, but 
a removable handicap to those who 
shoot from the executive hip: order the 
equipment first, then find a use for it. 
Maybe it will beat the competition, or at 
least stay even with it. (This latter re- 
action has been the single most im- 
portant contribution to the speed with 
which the automatic office has been de- 
veloped. The competitive reaction, taken 
in the mass, provided a ground swell of 
demand which brought everyone into the 
game. ) 


Pressure No. 2 comes from those who 
long stood still, and then started run- 
ning when they should have been walk- 
ing. It is one way to cover ground, but 
there is a greater chance of going into 
the ditch on either side of the road under 
this pressure than under the others. It 
is a rare company that can assimilate 
the changes necessary in a direct switch 
from manual to electronic methods with- 
out some first class dislocations. Granting 
that these are the economic times to be 
trying some of this medicine, the cost is 
nonetheless high and the changeovers 
difficult. The cost can be frightfully high 
if attempts are made to automate a 
complex and badly organized manual 
system without examination of the sim- 
plifications that a few changes of policy 
might provide. In the early phases, 
walking is most difficult, onee the de- 
cision to cover ground has been made. 


Pressure No. 3 may be well conceived 
or not. If information is wanted, with- 
out specific understanding of just what 
is wanted and why, there is a good 
chance that the automation effort will 
be expensive and something of a night- 
mare. The output can mean a serious 
overload of executive absorption capa- 
city, and can smother information which 
should be getting attention. If well con- 
ceived, it can be the finest climate for 
systems work: an assignment to study 
the information requirements in terms of 
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future management action, and then do 
research on the automated systems which 
will provide that information sensibly, 
quickly, economically and in shape to 
use. If there are real operating prob- 
lems which depend on information not 
now being provided, or not being pro- 
vided on time, then there is a real mis- 
sion to develop a better information 
handling system. There are many prece- 
dents for this approach but, because 
they are not much talked about and not 
very spectacular, they remain the un- 
headlined property of those who devel- 
oped them and profited thereby. 

Each of these pressures affects a sys- 
tems man. Under the first he may find 
that equipment has been ordered, but no 
scheme whatsoever exists for getting it 
into action. When the pressure hits him, 
it often comes as a crash request in which 
any application is better than none. This 
is true whether the reason is economic 
(too expensive to let the equipment stand 
idle) or social (can’t admit that we 
haven’t got something working yet). 
Competitive pressure sometimes seeks to 
solve not an internal company problem, 
but an intercompany rivalry which may 
not have anything to do with an appli- 
eation of automation. 

The second pressure looks to many 
systems men like the first, because it 
often comes as a crash program too. But, 
at bottom, the applications are likely to 
be reasonable, if given adequate prep- 
aration and analysis. What leaves. a 
bad taste in many managerial mouths is 
the realization that some of the simple 
and inexpensive changes necessary to 
earry out the automation program could 
by themselves have saved money and 
improved operations nicely had they 
been taken up alone. The melting of old 
preconceptions sometimes does require 
the economic heat of an impending 
machine installation, but systems men 
would rather sell the changes on their 
own merits. 

The third pressure may take the bad 
turn of asking for too much information, 
for inconsequential information, or in- 
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formation about the wrong things. Each 
of these is a fault of analysis at the user- 
level, and a systems man who can’t help 
throw light onto this part of the prob- 
lem may find himself creating a mechan- 
ical monster. This is a classic systems 
nightmare. 

On the other hand, if the challenge is 
to find out what information is needed, 
how best it can be obtained, how best 
it can be processed in terms of time and 
cost, and then to provide that system of 
handling information—the Pressure No. 
3 will get the best from the systems 
funetion. The aims will be more specific, 
the intentions better crystallized, and the 
usefulness more directly provable when 
the new system is provided. 


In spite of their differences, each of 
these pressures calls for much the same 
thing from systems men: understanding 
a great deal of new equipment, at least 
in its fundamentals and in terms of its 
basie applications. It calls for analysis 
of much longer chains of operations than 
before, and often very much broader 
groups of procedures or whole systems 
than had been possible. 

Only in the results will the differences 
in the pressures show up. 


It calls for a way of thinking not 
much different from the best that we 
know now. It means looking at the re- 
quirements of the system first, and 
then doing a fair-minded analysis of the 
existing system to see where the require- 
ments are not being met or cannot be 
met—and knowing when to say that a 
simple change of policy is required in- 
stead of a complex roomful of machines. 
It means the prospect of making much 
more expensive mistakes, and therefore 
of being more searching in analysis, and 
foregoing early predictions or promises. 
It means being ready to take respon- 
sibility for what may prove to be an 
irreparable loss of time if the wrong 
choice is made, but at the same time 
knowing that he is, as a professional 
systems man, better qualified to take that 
responsibility than anyone else in his 
company. 





" State Loses Its Trained 
Personnel to Business 


CHET B. AKERS 


President, National Assn. of State Auditors, Controllers & Treasurers. 
Auditor, State of lowa, Des Moines. 


WRITE as a state executive, on 

the management of a state office and 

the personnel necessary to operate 
it efficiently and economically. My ex- 
perience consists of being state auditor 
for the past 18 years. 

Our duties consist of auditing the 
116 state departments, 99 counties, and 
whatever cities and schools in the state 
that wish to avail themselves of our 
services. Over this period, one of our 
most complex problems has been keeping 
enough well trained personnel on hand 
to do the work, salary being one of our 
most concerning problems. According to 
The Book of the States 1956-57, the 
average monthly earnings of full-time 
state government employees in October 
1954 amounted to $292. This compares 
with $287 in October 1953 and $271 in 
October 1952. There is considerable 
range in average earnings of full-time 
employees among various individual 
states. The average earnings in October 
1954 ranged from over $300 per month 
for 12 state governments, down to less 
than $240 per month for ten others. 

A recent survey indicated that the 
number of companies embarking on 
some kind of employee training pro- 
gram has sharply risen in the past ten 
years. Reasons for the rising trend in 
training seem to be the higher wages 
demanded by employees and the em- 
ployee’s unwillingness to wait long pe- 
riods for promotion. 

The list of firms that are paying for 
employee education in local schools, col- 
leges and institutions is quite impres- 
sive. Many an organization is suddenly 
waking up to the fact there is not avail- 
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able a ready supply of substitutes to fill 
the vacancies that will certainly arise 
eventually in any organization. Hence, 
these concerns are making all-out efforts 
to insure that they will not be caught 
short when time for replacement comes. 

Recent developments in state person- 
nel management reflect a continuing de- 
sire to find new ways to meet the grow 
ing and changing needs of state gov- 
ernment. Some of these changes are in- 
augurated by state legislatures, but 
equally important improvements are de 
veloped on the initiative of elective and 
eareer officials. 

In our particular instance, we employ 
approximately 70 examiners to carry on 
our work. Forty-two examiners working 
on county, municipal and school audits 
have their salary governed by state 
statute at a maximum of $17 per day. 
The remaining 28 examiners are classi- 
fied under the state personnel system, 
their salaries governed by a classification 
system, with salaries ranging from a 
minimum of $300 per month to a max- 
imum of $450 per month; well below 
the maximum paid in the commercial 
field for the same amount of experience. 

Our accounting system has progressed 
to the point where it is desirous to em- 
ploy college graduates to fill our va- 
eancies. However, this has been im- 
possible so we have installed a training 
program for our new employees. Each 
applicant is sereened as to educational 
background and experience in the ac- 
eounting field. Our preference is for 
younger men who will take the training 
and work into an experienced auditor. 
We have found, in following this sys- 
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tem, that it takes from two to three 
years to bring a bright young man into 
his own. ) 
Many of these men stay with us and 
are our most valuable employees. But 
our greatest concern are the men we 
lose to outside, commercial concerns, 
after we have given them the benefit of 
our intensive training program. Some of 
the reasons given for their leaving are 


that retirement and pension systems 
offered by our state do not compete with 
private industry, and higher wages in 
state government cannot be met as 
quickly as by industry. We still feel that 
our training program is one of our most 
valuable assets, although at times it 
would seem that we are a training 
ground for private industry, at the tax- 
payers’ expense. 


Plan to Do More Paperwork 
With Less Clerical Help 


H. STAFFORD KELLAM 


President, National Assn. of Purchasing Agents. 
General Electric Co., Trumbull Components Dept. 


Plainville, Conn. 


ning an automated industrial future 
for our country. To achieve any 
significant degree of automation will re- 
quire mass markets; full, stable produc- 


M ODERN MANAGEMENT is plan- 


tion lines, high inventory turnover and, 
most important of all, instantaneous 


communication. It will be necessary 
that all of a factory’s operations and 
activities be blended into an organiza- 
tion where the left hand does know what 
the right hand is doing. 

A purchasing agent buying the needed 
goods and services for such a highly 
automated industry will need, vastly im- 
proved communication equipment at his 
command—machines that process orders 
and caleulate the variables of buying 
in minutes. It is entirely reasonable to 
have an ordering machine in the office 
which will communicate orders instan- 
taneously to vendors’ production lines 
so that the order begins to be processed 
or shipped immediately with no lost time 
for mailing order forms, processing 
papers or other time consumers that 
plague us today. 

Mechanization and automation have 
been increasing the output and efficiency 
of our factories and are now being ap- 
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plied to our offices. Time-consuming 
paperwork procedures by manual 
methods can be thrown out. In their 
place, complete office procedures can be 
installed, using automatic data proces- 
sing equipment that sorts, stores, col- 
lates, caleulates and prints needed in- 
formation. Many of these machines are 
in use today and the usage is spreading. 
With such equipment and proper appli- 
eation, unnecessary detail and paper- 
work can be eliminated, leaving 2 pur- 
chasing man with the time available to 
study and make important purchasing 
decisions during his working hours. 

A purchasing agent’s office is con- 
stantly flooded with paperwork: detailed 
reports to fill out, papers to process, 
copies to file, regulations to be read and 
passed on. The communication channels 
are clogged because the procedures that 
have been set up to keep the channels 
free and flowing are inadequate and ob- 
solete to do today’s job of communica 
tion. Ask any purchasing man at the 
end of the day how much time he spent 
on the real duties of his job, the search 
for new and substitute materials, the 
establishment of long-range buying pro 
grams to lower material costs, meeting 
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be 


suppliers’ representatives, ete. 
chances are that his answer will 
“hardly any, too much paperwork.” 
This problem of paperwork is not new, 
and quite a lot of management time, 
thought and expenditure of company 
money has been spent to alleviate the 
situation. Experts have been called in, 
procedures have been devised, equip- 
ment installed, office help trained, to 
make the flow of paper smooth and 
orderly. But in many instances that was 
15, ten or five years ago. The originally 
trained help is gone, business has in- 
creased, responsibilities have changed, 
new reports and procedures have been 
“foreed fit” on the original system, 
paperwork starts piling up. We forget 
that an efficient office system and pro- 
cedure can become outmoded and in- 
efficient, especially if it is called upon 
to do a job it was not designed to do. 
We grow accustomed to routine with 
its repetitive operations. We may know 
it is inefficient and time-consuming, but 
we are reluctant to try anything new 
that would upset this routine. So in this 


area of replacing an obsolete office sys- 
tem, we run up against people saying 
“that’s fine, but it won’t work in our 
office;” or “I read about it in a maga- 
zine and it sounded fine, but only a big 
company can afford it.” This is an ex- 
pression of a typical and bad mental 
habit which immediately tells us some- 
thing can’t be done or shouldn’t be done 
because it means giving up an estab- 
lished routine and learning a new one. 

We must use modern, up-to-date tools 
to do today’s job. so that we can have 
time available to lay plans to tackle 
tomorrow’s job. It has been pointed out 
to purchasing men that tomorrow’s job 
will be 50% bigger than it is today and 
with only 15% to 20% more people to 
help. So let’s drop that “it can’t be done” 
approach and look for ways and means 
to combat this flood of paper. Modern 
office systems and equipment are only as 
good and efficient as the people who use 
them. With the right attitude and the 
right equipment, the problem of paper- 
work can be solved so that we can do 
our real job of purchasing. 


Richmonds City Offices 
Are “Slightly Automated’ 


JOHN W. HUFFMAN 


President, National Institute of Governmental Purchasing. 
Director, Dept. of Purchases & General Services, 


OWN HERE in Virginia, where 

last year we celebrated the 350th 

anniversary of the founding at 
Jamestown, the first permanent English 
Colony in America; and especially in 
Richmond, the former capital of the 
Confederate States of America; we have 
been accused by some of our good 
Yankee and western friends of living 
too much in the past. But that isn’t al- 
together true. The good things of the 
present and the future we want and will 
welcome with open arms—such as auto- 
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City of Richmond, Va. 


mation in the office, even if at the present 
time we are only slightly automated. 
We might nostalgically look back on 
the “good old day” when dignified men 
with beards sat at handmade desks and 
wrote with quill pens. It looks pretty, 
but today the work just couldn’t get 
done. Besides, it really doesn’t sound 
quite as comfortable or interesting as 
our modern offices. In association with 
the members of the National Institute 
of Governmental Purchasing, we have 
constantly strived to utilize and take ad- 
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vantage of any modern technological 
advances that would enable us to give 
“more value for the tax dollar.” 

NIGP membership includes tax sup- 
ported buying agencies, ranging from 
the nation’s largest cities, federal and 
state governments, to small townships 
and counties, schools, hospitals and 
middle-size cities like Richmond. Many 
of our larger members are using some 
of the tools of automation to a great ex- 
tent and to good advantage. However, 
many of us “little boys” have felt that 
automation was some frightening magic 
for use by industrial giants, federal 
government and military services, having 
no place in the middle and small size 
operation. It is generally felt that auto- 
mation is the performance of a job by 
automatic machinery that was previously 
done by hand or hand operated equip- 
ment. As far as office operations are 
concerned, it is usually visualized as 
being the use of some form of tabulating 
card equipment or electronic data pro- 
cessing device. More importantly, we feel 
that automation is a state of mind. 

When our department was established 
some 15 years ago, the Mayor gave the 
writer some advice that has been a basic 
guide in all of our operations: “There 
are too many persons working for our 
city who, when a reasonable request is 
made of them either by those for or with 
whom they work, immediately look for 
a reason why it cannot be granted. You 
always try to find a reason why it can.” 


Applied to our departmental organi- 
zation, operations and office procedures, 
we are constantly examining each seg- 
ment to see if it cannot be done better, 
quicker, more economically, with less 
personnel. Through the years this policy 
has paid rich dividends. 

The Department of Purchases and 
General Services is a group employing 
less than 225 people, but performing a 
very diversified range of functions for 
the city. We purchase or contract for all 
commodities or services required by the 
city; purchase and administer the city 
insurance and bond program; sell, trans- 
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fer or trade-in surplus, obsolete or sal- 
vage equipment; manage and maintain 
city buildings; maintain all city motor- 
ized equipment; operate the central 
warehouse, print shop and telephone 
service; and coordinate and administer 
the city’s real estate purchases and sales. 

A hodgepodge of so many operations 
tends to make standard, clear-cut pro- 
cedures difficult. With a clerical staff of 
less than 20 people, each person neces- 
sarily has to perform several different, 
more or less unrelated functions. 

With the city fathers frowning on 
additional personnel, and the near im- 
possibility of securing qualified people 
to fill existing positions, an _ ever- 
increasing job has had to be done. Be- 
cause of the smallness of our operations, 
we have relied primarily on improved 
and streamlined procedures and mechan- 
ization rather than on automation, as 
the term is used in industry. 

The city operates a central punched 
card tabulating service (machine ac- 
counting) which is used to the greatest 
extent possible. Its personnel and equip- 
ment are limited, and some desirable 
punched card operations must neces- 
sarily be deferred. 


The division of automotive mainten- 
ance, which maintains the city’s fleet of 
approximately 1300 vehicles (automo- 
biles, trucks and specialized units), oper- 
ates on a revolving fund and performs 
work for all city agencies on a reimburs- 
able basis. Its bookkeeping and invoicing 
are done on IBM tabulating equipment. 
Cards are punched by division personnel 
and sent to the central machine ac- 
counting service for processing. Because 
of this, we are able to give each agency 
detailed cost information which would be 
economically impractical using regular 
methods. 

This division is only concerned with 
maintenance and has no control over 
operation or use of vehicles. At the 
present time, cost records are main- 
tained by manually incorporating 
punched card maintenance data with 

(Continued on page 230) 





The Training of Personnel 
For Office Automation 


FLOYD GUILLOT 


President, National Office Management Assn. 
Treasurer, Industrial Finance & Thrift Corp., New Orleans. 


corporations have been personnel 

conscious. They have spent innumer- 
able hours of effort and enormous sums 
of money to develop close, warm ties 
between the worker and his employer. 
This program was begun long ago as a 
therapy to cure the ills caused by 
specialization. I feel that through the 
years we have been successful in con- 
vineing even the most routine clerical 
worker that he is important to his 
organization and that his work is an 


fe MANY YEARS, all successful 


integral part of the business his organi- 
zation performs. But the victory we have 
won is now being threatened by an even 
greater force—the evils of automation. 
Once again the demon of inanimate 


mechanization seeks to strike at the 
spirit of our employee. The dignity of 
human relations between employer and 
worker totters precariously on the cliff 
overlooking the impersonal monotony of 
automation. If we spend a few hours 
now in preventing the fall, we will save 
many years later in attempting a need- 
less rescue. Worker and boss must 
understand the goals of automation and 
how to accomplish them. This calls for 
an effective job of training personnel 
for automation. 

We may think of automation as the 
applied use of all conceivable machines 
to our organizations. It is not going to 
eliminate our need for personnel. It 
may cut the rate at which we add to our 
staff. It may eliminate many people in 
the lower clerical echelons. But machines 
will always have to be run by people, 
and the results interpreted by people. 
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Automation in a broad sense isn’t 
really new. If we think of it as a 
machine with a control device of some 
sort which determines how and when the 
power should be utilized, we realize that 
automation has been with us for years. 
The first automatic mill was devised in 
1783 in New England. For years we 
have had automatic washing machines 
and many other machines in home and 
industry controlled by mechanical, hy- 
draulic, pneumatic, electrical or elec- 
tronic devices. Punched card equipment 
is automatic; the dial telephone is an 
automatic set-up; a desk calculator is 
automatic. All these things and many 
more have been with us for some time 
without causing any furor. 

The main roadblock along the way to 
speedy mechanization of routine bus- 
iness operations on a broad scale is the 
shortage of qualified manpower. Much 
greater efforts need to be put forth in 
the educational field if we are to take 
advantage of the powerful tools of 
electronic data processing as they be- 
come available. 

The supply of qualified personnel for 
this type of work is limited. Therefore, 
it is necessary to select individuals with 
appropriate experience and aptitudes 
to train in the use of computers. It has 
been found that systems men, who have 
some punched card experience and who 
have a thorough knowledge of the com- 
pany’s operation, are the best choice 
for training as electronic data proces- 
sing specialists. It is best, if possible, 
to secure at least one individual who has 
a background of mathematics, engineer- 
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ing and previous computer experience 
to supplement an inexperienced staff. 

It has been stated that, after attending 
a school for some two to six weeks, one 
becomes a programmer. This, to say the 
least, is untrue. No matter how well 
qualified otherwise, such individuals at 
best will learn in a few weeks only the 
basic philosophy of how a computer 
works. They will not acquire the ability 
to do the high quality programming 
which is required for the most effective 
use of computers. They will be able to 
write programs, perhaps, but not to pre- 
pare efficient programs for complex 
application. 

A very successful approach to the 
personnel problem is as follows: select 
personnel from within the company and 
send them to a programmers’ school. 
Immediately after completion of the 
course, put them to work on program- 
ming under the guidance of an exper- 
ienced computer specialist preferably 
hired, but acceptably acquired, on a 
temporary basis through a consulting 
firm or an equipment manufacturer. 
After six months to a year, most of the 
individuals selected for training will 
emerge aS competent programmers. 

During the early phases of the sur- 
vey, every staff member does not have 
to be a programmer. Some of the short, 
executive computer courses, which con- 
vey a clear concept of how electronic 
data processing systems work, provide 
adequate training for the uninitiated to 
prepare them for survey work. As the 
electronics program progresses, pro- 
gramming training will be required and 
the company should start the detailed 
training as early as possible. 

High schools can contribute a great 
deal to the solution of the problem. In 
most cases, high school graduates can be 
easily trained to perform routine tasks 
such as programming. The fascination of 
electronic computers, and the opening 
up of new and interesting employment 
opportunities, can be used to draw boys 
and girls into studies leading to the 
computer field. Availability to desk 
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machines, computer literature, and visits 
to computation laboratories can be used 
to arouse interest and attract promising 
talent. Vocational high schools can pro- 
vide good preparation for maintenance 
work through training in shop work, 
electronics and mathematics. 

Review the employee’s college level 
training with a watchful eye for courses 
in numerical analysis. Mathematical in- 
duction approximation procedures, and 
experience on desk calculators, are of 
real importance. Likewise, the theory of 
systems, or and of prediction, 
and the development of quantitative 
methods in management, are paramount 
features of college training for this field. 


errors, 


Induce more business schools and eol- 
leges, to introduce electronic data proc- 
essing into their curriculum. It is crucial 
that future graduates have some know!l- 
edge and command of computer tech- 
niques and their applications in _ bus- 
iness accounting, control and manage- 
ment. I think you can do much by 
making your views and needs known to 
college and university authorities on this 
question. 

Special problems arise in the initial 
conversion to electronic data 
processing. Whether outside consultants 
and experts should be used in the con- 
duct of the first surveys, in the deter- 
mination of the kind and extent of 
mechanization, or in the installation of 
the equipment, are basic questions. An- 
swers to these questions depend on the 
size of the firm and the complexity of its 
operations. Programming of principal 
applications, and the successful initial 
operation of the equipment, require 
much higher level talent than subsequent 
routine operations on standardized pro- 
grams. In larger concerns, it may be 
desirable to use the initial high level 
group to prepare additional, more dif- 
ficult but, nonetheless, profitable appli- 
cations for the computer. For smaller 
companies, it may be possible to give 
extensive training only to a few indi- 
viduals and call in outside experts to 

(Continued on page 160) 
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Even With Automation 


Employee Is the Best Asset 


D. J. LeQUESNE 


President, Toronto Chapter, National Office Management Assn. 
Office Manager, Moore Business Forms, Ltd., Toronto. 


ROM ALL SIDES these days, we 

hear great emphasis being placed on 

automation and what it is going to 
do toward improving our office opera- 
tions, and there is no reason to believe 
otherwise. The main reason for the 
trend toward increased mechanization is 
the lack of sufficient personnel in the 
employment stream, plus an indifferent 
attitude toward work interest on the 
part of many now employed. This cur- 
rent attitude is difficult for many of us 
to understand. To fully comprehend it 
is perhaps a psychological study in it- 
self, which few of us in office manage- 
ment are capable of undertaking. 

The end of the increased pressures 
that will be brought to bear on the em- 
ployers of office help is not in sight. As 
the labor force seeks and obtains higher 
wages, so will follow the demand for 
higher salaries from clerical staffs. With 
the trend toward a shorter work week, 
we will be faced with further problems. 
Here is an example: it is learned that 
municipal employees of a large Canadian 
city have requested a 28-hour work weék 
during the summer months and a 32- 
hour work week during the remainder 
of the year, in addition to a general in- 
crease. How will the work be completed? 

As part of the recent combined NOMA 
and Board of Trade Salary Survey in 
the Metropolitan Toronto Area, we find 
the hours of work are decreasing as 
follows : 

1954 

Offices working 35 hours 170 243 

Offices working 3714 hours 143 216 

Is automation in the office bringing 
a shorter work week to the employee, or 


1956 
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is the shorter work week that is requested 
by many employee groups foreing the 
use of automation processes as a com- 
pensating factor? 

Management must have inereased 
produetivity and greater efficiency in 
this extremely competitive economy in 
which we find ourselves today. It is 
therefore reasonable to expect that any 
office employee working a shorter week 
at a higher salary should at least achieve 
the same level of productivity or, indeed, 
increase his or her output to compensate 
for these factors. 

There is the obligation of manage- 
ment to help achieve increased produc- 
tivity by planning and keeping active a 
program to discover and reduce the 
waste of time and effort, eliminating un- 
necessary motions so that labor may be 
performed more efficiently. Call it work 
simplification if you wish. This must be 
accompanied by forms simplification and 
control, a most important part of any 
simplification program. The need to pro- 
vide adequate and sufficient mechanical 
aids within the company’s financial 
ability is another important obligation. 

Up to this point, we have not men- 
tioned our greatest asset—the employee 
—especially those who can take a little 
of the bitter with the sweet and see the 
job through. An employee in any type of 
vocation, be he hourly paid or on a 
salary, is of no value to himself or his 
company if each day is approached on 
the basis of, “How much can I get out. 
of it for myself?”. Fortunately for all of 
us, there is in every office a core of loyal, 
steadfast and hard working people that 
we rely on to carry the daily load. We 
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perhaps take them a little too much for 
granted. 

Fully appreciating the problems of 
supervision on the jobs we ask them to 
carry out, do we notice if they seek as- 
sistance from senior clerical help? Do 
we encourage them to do so? There is a 
wealth of experience and ideas within 
many of these people that is available 
for the asking. Do we encourage frank 
comments of the individual on their 
yearly or semi-yearly development or 
progress review? If we do not, we may 
be aiding and abetting smoldering griev- 
ances which affect a valuable employee’s 
attitude, and perhaps even his or her 
influence on fellow workers. In these 
days of scarcity of good, eager office 
employees with a genuine interest in 
theixx work, nothing should be done to 


jeopardize teamwork and cooperation 
between all levels. Both management 
and the worker have too much to lose if 
productivity on the one hand, and job 
satisfaction on the other, are not met. 
If we will promote sound employee 
and employer relationships, coupled with 
our obligation to do all in our power to 
assure the progress and contentment of 
our fellow workers, to deal with them 
fairly and openly at all times, sharing 
our acquired knowledge and experience 
freely, will it not help to hold those 
people we want to keep with us and 
perhaps encourage the would-be “wan- 
derer” to take a second look? It is 
worth a try. With satisfactions achieved 
on most phases of jobs, good produc- 
tivity will follow. If not, difficulties lie 
ahead so, “What of your people?”’. 


Growing Nation Will Have 
Greater Need for Credit 


IRWIN STUMBORG 


President, National Assn. of Credit Men. 
Assistant Treasurer, Baldwin Piano Co., Cincinnati. 


credit executive in the early days of 
our nation, when there was no in- 
telligent control or no firm foundation 
of sound policies, would have been at 
utter loss to comprehend the scope of 
objectives and operations of the office 


Te OFFICE MANAGER and the 


and credit department of today. In the 
early days, much of the office work was 
performed by the proprietor who acted 
as both bookkeeper and ecreditman, and 
had many other duties. The credit 
function was limited strictly to polic- 
ing accounts receivable. Unheard of 
was the modern concept of credit oper- 
ation as a selling function, directed to- 
ward increasing the total volume of 
profitable sales, toward helping the po- 
tential customer find the ways and means 
to finance purchase of the supplier’s 
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products. The early proprietor would 
have shuddered at the thought of delib- 
erate acceptance of a number of calcu- 
lated risks, carefully investigated but 
contracted in the confidence that the 
inereased overall net profit would appre- 
ciably outweigh the losses on any mar- 
ginal accounts that might not work out 
favorably. 

With the gradual, at times rapid, ex- 
pansion of industry and commerce, we 
moved closer to a credit economy. No 
longer could the proprietor administer 
it himself. To handle the growing and 
complicated business, it was essential to 
have more complete records of com- 
pany transactions and to implement the 
added personnel to expedite the proc- 
essing of orders. When consumer credit, 
made up of installment and revolving 
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credit, began to gather momentum, the 
need of adequate office equipment and 
manpower became imperative. 

In recent years the emphasis has been 
on automation, and for a number of 
reasons. The increasing cost of the 
physical plant, the corresponding de- 
mands upon available space, and the 
ever-broadening factor of wages and 
salaries in the operational cost, have led 
management to adopt automative and 
electronic equipment to improve effi- 
ciency, reduce human errors, handle 
space, labor availability and cost prob- 
lems most economically, but above all to 
speed the processing of orders, the turn- 
over of inventory and the collection of 
accounts receivable. 

As business expands there will be 
more problems. To obtain as accurate 
a picture as possible of what will be re- 
quired of the office of the future, we 
must assay the business conditions to be 
faced in the years ahead. Since 1947 
the birth rate has held to a high figure 
each year, and the population has been 
variously estimated up to 180 millions 
by 1960. With the population increas- 
ing, more of everything will be needed. 
The new family units will need more 
housing, larger families will need larger 
homes, more schools and more teachers 
to staff the schools. More goods and 
services will be required. Business ex- 
pansion will be accelerated. Certainly 
there will be increased use of credit. 


That business will be good for the 
next ten years is a practicable certainty. 
We may have slight periods of lull-— 
mild readjustments are wholesome for 
the long-range economy—but the gen- 
eral business curve will show an upward 
trend. This means that more and more 
information regarding prospective cus- 
tomers will be needed, especially by the 
credit department, as credit usage wid- 
ens and accounts receivable increase. It 
also will underscore the role of office 
methods, procedures, time and paper- 
work controls. 

You will also find that business will 
be more competitive. Many younger 
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credit and sales managers have yet to 
experience operation under conditions 
of sharpened competition. The sales 
department will have to do a more con- 
structive selling job. To that end it will 
want all data available for the records 
of what has been undertaken and to 
accumulate information for forecasts 
or projected programs for the future. 

The advertising and merchandising de- 
partments also will call for ready fig- 
ures and information to formulate their 
coming operations. All this translates 
into close liaison between the office 
force and the personnel of the sales and 
eredit departments. 

Today, with time out for coffee breaks, 
rest periods, more holidays and longer 
vacations, management must constantly 
strive to achieve greater efficiency from 
the office worker. With today’s full em- 
ployment and economists’ forecasts that 
within a few years an actual shortage 
of lebor is definitely in prospect (some 
lines already are experiencing the fact), 
greater office production per capita is 
essential. And if and when the four- 
day work week arrives, the problems of 
the office manager will beceme critical. 


Improved efficiency of the office 
worker can be had only by proper train- 
ing and education. Education becomes 
the standard by which to judge values. 
It has been my policy as head of the 
finance department of the Baldwin 
Piano Co. to have every person in the 
department learn every phase of the 
work of the entire department. 


In the case of female personnel we 
usually seek a promising individual who 
has just been graduated from high 


school. We start her on filing so that 
she will become familiar with terms, 
names of customers, and the depart- 
ment’s system. After she has had a 
reasonable period of experience in fil- 
ing, we try her on other work either 
an assignment to special tasks or as 
assistant to others. This procedure is 
followed through the various jobs with- 
in the department. By this method we 


(Continued on page 228) 
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Management Science vs. 
Scientific Management 


GIFFORD H. SYMONDS 


President, The Institute of Management Sciences. 
Esso Standard Oil Co., Linden, N. J. 


MENT SCIENCES is a 1200-mem- 

ber, three-year-old society dedicated 
to “identify, extend and unify scientific 
knowledge that contributes to the under- 
standing and practice of management.” 
The area of interest is management. 
Management is specifically the manner 
of treating, directing, carrying on or 
using for a purpose; it is the conduct, 
administration, guidance or control, the 
judicious use of means to accomplish an 
end. It is inherent ‘in the meaning of 
management that the enterprise have a 
purpose. The enterprise is carried out 
by a social group combined to pursue a 
given purpose. Management is, then, the 
manner of directing that group to the 
accomplishment of its purpose. 

It is necessary, in order to define 
TIMS’ sphere of activity, to be concern- 
ed with the limitations imposed upon the 
area of management by use of the word 
“science” in “management science.” 
Science is that part of the accumulated 
and accepted knowledge which has been 
systematized and formulated with refer- 
ence to the discovery of general truths 
or the operation of general laws. Science 
is knowledge classified and made avail- 
able in work, life or the search for 
truth. Management science, therefore, 
is primarily a science. It is different from 
scientific management. Management 
seience is generally the work of scientists 
and scientifically oriented people in the 
field of management. Scientific manage- 
ment on the other hand, is the practice 
of an orderly conducted management. 

Management science is a multidisci- 
plinary product requiring mathematics, 
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economics, psychology, sociology, en- 
gineering and other disciplines. How- 
ever, we believe that management science 
also can be defined as a separate science 
within the broad science of sociology. 
It is related to economies and to political 
science, but different from them. It is 
the science of the conduct of group enter- 
prise directed in purpose. Like all 
selences, management science will em- 
ploy the scientific ;method, involving 
mathematics, model building, and inves- 
tigative research in seeking under- 
standing of the subject. 

Although operations research and 
management science are closely related, 
they are quite different but complemen- 
tary in their purposes. Operations re- 
search represents the problem-solving 
objective; management science the de- 
velopment of general scientific knowl- 
edge. Much of our present under- 
standing of management science came 
through operations research, as well as 
industrial engineering and econometrics. 

Management science includes the phys- 
ical sciences as they are concerned with 
business planning, scheduling operations, 
inventory control, and measuring work 
effectiveness; and the social sciences as 
they are concerned with organization, 
communication and motivation of the 
people affected by the enterprise. 

Management science, in its present 
state of development, has little in the 
way of general laws and general truths. 
But from the great body of general 
management knowledge and experience, 
and from specific operations research 
applications, will come the fundamental 
relationships of predictive theory which 
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will distinguish management science as 


The purpose of TIMS 


unified management 


a true science. 
is to develop a 
science, 

TIMS is therefore more than a society 
to provide communication between its 
members of similar interest. It is actually 


an ipstitute whose structure contains 


and stimulating work 


hew 


the tundamental 
building a 
Manag ment 


frontier ot se1lence. 


international 


se1ence 18 


and contributions from 
many lands, in many languages, will be 
included in our sphere. Our science to 


in character 


day is the historical, naive forerunner ol! 
The 


administration, 


tomorrow’s discoveries. answers to 


questions on decision 
making, utility, profit, optimum opera 
tion, and others, will undoubtedly be on 
the agenda of future TIMS 
and included in the pages ot 
Management 


meetings 
buture 


issues ot Science. 


Adjusting Accountants to 
Advances in Industry 


PHILIP J. WARNER 


President, National Assn. of Cost Accountants. 
President, Ronald Press Co., New York. 


< NATION’S business and indus 


trial forces constantly operate in 
an atmosphere of swift change and 


| 


and, as a 


Nnoacred 
engaged 


re sult, are 


eontinuous eltort 


progress 
ilk a to vear then re 
sources and abilities 


pate the problems of 


to meet and antici 
and prog 
This has been notably so in the 
ll-year period since the close of World 
War II which been characterized 
by a series of political and military con 
flicts, astounding developments of the 
with us, 
populatior 
shifts in indus 


change 


ress. 


has 


atomic and electronic age now 
a tremendous upsurge in 
growth and regional 
trialization. 

It can be truthfully stated, I believe, 
that these challenges have been met, for 
the greater part, squarely and success 
fully. Certainly the accomplishments 
of America’s industrial forces in 
face of the various events of the past 
11 years have been monumental. Count 
less new industries have evolved in the 
electronic, synthetic fibre, plastics, metal, 
chemical, alloy and other fields. The 
problems of management and the vari 
ous cost problems of the manufacturing 
and distributing processes, developing 


the 
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with these advanees, have been critical. 
With industry in a constant state of 
flux, diversification of product line, 
record-breaking investments for capital 
improvements, new product 
discoveries, more competitive markets, 
the demands on the industrial account 
know-how and adapta 
bility to change have been prodigious. 
He has been particularly beset by the 
problems of the speed-up in mechani 
eal and electronic methods made neces 
sary to adjust to the speed-up of busi 
ness in general. But he has been equal 
to the challenge and has equipped him 


self with every resource available, every 


mergers, 


technical 


ants 


assistance possible to help his company 
keep abreast of developments and _ be 
prepared for the future. He has been 
influential in achieving, through per- 
ceptive application of newly acquired 
knowledge and thinking, a more bene 
ficial relationship between management 
and the accounting and cost depart 
ments; and in bringing about a mod 
ernization of systems, procedures and 
processing of data, working to the 
sounder operation of business. 

In such a climate of necessity for 
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knowledge, an association fostering 
pertinent technical education, research, 
and the interchange of ideas, is an in- 
valuable adjunct. NACA is dedicated 
to these and has taken up its 
responsibilities in many ways—by con- 
ducting a long-range program of re- 
search; through a program of regional 
and national conferences emphasizing 
the major problems facing the account- 
ant in industry; through publications; 
and by providing incentives and en- 
couragement to its 40,000 members in 
130 chapters to plan fully coordinated, 
annual programs of technical meetings, 
forums, special educational meetings and 
other activities. 

NACA is eurrently engaged in a pro- 
gram of reexamination of its policies, 
organization and operations in the light 


goals 


of conditions existing today and those 
that may develop in the future. This 
reappraisal has been undertaken to as 
sure that the association will be so- or 
ganized and operated as to make, i 
the years ahead, the maximum contri- 
bution to the continued development of 
accounting as a management tool, and 
to promote the widest possible dissemi 
nation of accounting thinking and 
know-how which is so important in 
these days of rapid change and develop- 
ment. Not being overlooked in the r« 
appraisal is the need for providing in- 
creased opportunity for the continued 
growth and development of NACA 
members as accountants and as business 
men through the broadening of the op 
portunities for participating in th 
varied activities of the association. 


What Department Stores 
Seek from Automation 


WALDEN P. HOBBS 


Chairman, Controllers’ Congress, National Retail] Dry Goods Assn. 
Vice President, Consolidated Dry Goods Co., Springfield, Mass. 


HE CUSTOMER AREAS of de- 
partment and specialty stores are 
growing more beautiful each year. 

The attractive and inviting arrangements 

of modern layouts, the functional and 

yet beautiful fixtures, and the pleasing 
effects of new lighting, create an atmos- 
phere of luxuriousness. Displays of mer- 
chandise play on the imagination, and 
the presentation of goods for more close 

inspection develop the customers’ im- 

pulse to want to buy. All this is most 

important and necessary, for all retail 
outlets must sell goods not only as the 
function of their very existence, but as 

a distributor of the products that keep 

our great economy in successful opera- 

tion. 
Fine front appearances, as desirable 
as they are, are not always accom- 
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panied by modern behind-the-scenes 
methods. With a continuously rising 
expense ratio, the prosperous appear 
ing selling areas do not reflect the close 
margin of profit under which stores are 
forced to operate. It is therefore im- 
perative that efficient procedures be in- 
augurated. Stores, like any group of 
enterprises forming a particular type of 
function which may be called a trade 
group, and which has not given current 
investigation and study to the benefits 
of electronics, would not be considered 
as an up-to-date group today. I be 
lieve that the use of procedures known 
as electronic data processing are a must 
wherever there are masses of statistics 
from which to draw conclusions. These 
tabulate and show what has taken place 
after a period of active transactions 
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and, from such historical data, what can 
be planned for the future. 

The department and specialty store 
groups which make up the membership 
of the National Retail Dry Goods As- 
sociation are, through their own re- 
search division known as the Retail Re- 
search Institute, undertaking a thorough 
study of the equipment available for 
recording important statistics. More 
especially, a study is now being made 
of the type of equipment which will be 
wanted in the future,for recording data 
as an aid to future planning. A multi 
plicity of data is aequired and needed 
in the operation of such complex or 
vanizations as the large department and 
specialty stores. 

The basic activity of the retail store 
is to buy the merchandise that its cus- 
tomers will want, have on hand and well 
displayed at the time it will be wanted, 
at prices which are fair and which the 
customers are ready and willing to pay. 
The principles as stated in this general 
ity do not exist in such a simplified 
form. Although they are correct in the 
purposes being sought, there is a mass 
of data through which they have to be 
sifted to be of value in a period’s re 
sults. For example, the merchandise 
inventories of a department store are 
divided by type or usage into a group 
of departments which, for a small store, 
may be less than ten; for a large store, 
several hundred. Records must be kept 
for each of these departments to show 
its purchases, its inventory and its sales. 
Further breakdowns than just the de- 
partmental lines are essential, for it is 
necessary in the proper control of some 
kinds of stock to know the details of 
each manufacturer’s line, style, color, 
size and price. Intelligent re-stocking 
cannot take place without the informa- 
tion as to what was originally pur- 
chased, what has been sold and what 
is left. 

The use of electronic data processing 
may be introduced to determine the con- 
clusions by attaching to the goods, when 
received, punched price tickets which 
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can be removed when the articles 
sold. These form the basis of a me 
chanical operation for tabulating the re- 
sults at the saving of vast human effort 
over the earlier process of sorting, list- 
ng, posting, and calculating balances. 
Punch: ‘ price tickets are prepared in 
single, double or triple sections to show 
the information wanted as to the manu 
facturer’s number or symbol, style, 
color, size and price. When the article 
is sold, the single tag, or one section of 
a double or triple tag, is removed and 
accumulated with other tags represent 


are 


ing a day’s business of a particular sec 
The purpose of the double or 
triple tag 1s to avoid the preparation of 
au new price tag if the article is re 
turned. The removed are then 
mechanically sorted or converted to 
punehed cards which are sorted, sum 
marized and converted to a typed list 
of the transactions which have taken 
place. This list is used in bringing up 
to date the running stock records of the 
particular items. From such records, 
information is then available as to the 
movement or lack of movement of items, 
which lead to their replacement or caus« 
steps to be taken to foree their sale. 


tion. 


tag's 


If punched tags are not originally 
used on the merehandise, data has to be 


collected from other types of tickets 
and converted to punched records or 
magnetized tapes for tabulating or, 
without tabulating equipment, posted 
laboriously to stock records. The in- 
formation must be gathered quickly, 
transmitted to the proper records and 
be available for buying information as 
quickly as possible. Sales will be lost 
if much wanted merchandise is not 
available in the proper sizes, colors or 
styles. In large complex organizations, 
operating efficiency would not permit 
old-fashioned methods of tabulating. 
This is just one example of the kind 
of information which must be kept on 
merchandise. Other data include the 
tabulating of goods received, the trans- 
mitting of such tabulations to stock 


yntinued on page 247) 
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The Importance to Banking 
Of Auditors-Controllers 


STEVE H. BOMAR 


President, National Assn. of Bank Auditors & Controllers. 
Vice President & Treasurer, Trust Co. of Georgia, Atlanta. 


has become 


ODERN BUSINESS 


so big, so complex and so special- 
ized, that 
one man to 


it is no longer possible 
for handle all the required 
phases. Experts in many fields 
needed, such as lawyers, tax account- 
ants, sales managers, production men, 
research departments, public relations 
specialists, and others. Even the small 
businessman who runs a one-man shop 
is likely to have a lawyer, an auditor, 
and a tax man on a retainer basis. 

Among the team of experts who must 
be assembled to efficiently run a mod- 
ern business is the auditor and/or con- 
troller. Management is depending more 
and more on the auditors and controll- 
furnish material for profitable 
decisions and future economic planning. 
They have an important position as a 
part of management because they alon 
are most familiar with every depart 
mental operation and procedure. 

In banking, the principal job of the 
auditor and controller, from the 
purely auditing function, is to provide 
management with overall performance 
information including the interpretation 
of this information, as well as compil 
ing projections of future economic con 
ditions. Thus, the controller ties to 
gether all the bank’s diversified fune- 
tions, uniting them into the end product 
of an effective profit-making institution. 

The numerous services of the Na- 
tional Association of Bank Auditors & 
Controllers are designed to bank 
auditors and controllers in this impo. 
tant work. To achieve this, NABAC 
conducts research and educational pro- 
erams for the improvement of bank 


are 


ers to 


aside 


assist 
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auditing 
niques, 


eations 


ous Stages ol 


operat ions, 


and control, operating tech 
and personnel administration; 
and stands for the advancement of bet 
ter and more informative accounting.. 
The association’s headquarters in Chi 
cago functions as a clearing house for 
new ideas and suggestions to aid mem 
bers in their daily efforts for safer and 
more efficient banking. Here the tech 
nical information, investigated and 
studied by NABAC’s commissions and 
committees, is transformed into publi 

for distribution to the associa 
tion’s member banks. At the present 
time there are numerous projects In vari 

completion. These in- 

clude solutions to problems in the fields 
of accounting, auditing, 
trusts, savings, personnel, federal taxes, 
automation, foreign exchange, and bank 
fraud prevention. 
Another important feature ol 
NABAC’s service is its expanded pro 
eram of individual counsel and aid to 
any bank, regardless of NABAC mem 
bership, in establishing a sound pro 
eram otf control When this program 
was established nearly three years ago, 
was necessary tor the control office 
seeking this assistance to spend two 
days in Chieago at NABAC headquat 
ters, at which time an audit and con- 
trol program was tailor-made for the 
individual bank. This program has now 
been expanded and, through the use of 
area counselors, the interested control 
officer may choose between going to 
Chicago or participating in the program 
within the area of his bank. 

In addition to the technical 

other publications 


manuals 


and distributed to 
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NABAC’s members, there is the month- 
ly magazine, the Auditgram. Within its 
pages, members are kept current on the 
results of research, simplified methods, 
improved banking operations, and audit 
and control procedures. They are also 
kept informed of new products and de- 
velopments in bank equipment and ser 
vice companies. 
NABAC’s four regional conventions 
and the national convention held each 
year gather together leading authori 
ties in the banking and accounting fields 
to bring NABAC’s members up to date 
on the latest information in their fields. 
The educational value of these meetings 
hank equipment manu 
their latest ma 


is enhanced by 


who bring 


racturers 


Result Is 


chines and procedures to the fore by 
demonstrating and explaining their 
functions and advantages. 

Additional educational benefits to as 
sist the auditor or controller in his every 
day job includes the NABAC School for 
Bank Auditors and Controllers held 
each summer at the University of Wis 
consin, and monthly meetings of 
NABAC’s 161 local conferences. 

These are some of the facilities avail- 
able to help bank auditors and con 
trollers meet their responsibilities to 
management and also to protect their 
banks with adequate audit and control 
procedures. This is why NABAC, for 
32 years, has been proud of its motto, 
“NABAC at Your Service.” 


More Important 


Than Method to Auditors 


E. F. RATLIFF 


President, Institute of Internal Auditors. 
Eli Lilly & Co., Indianapolis. 


OR CENTURIES, the 


been mn the 


world has 
process of developing 

man-made devices to relieve man him- 
self of the burden of the tasks which 
had human as their limitating 
factor. These devices have become pro 
gressively complex, advancing 
from the primitive hand 
the conquest of the air and the harness 
ing of the atom. 

These astounding feats of science hav: 
dramatically changed the lives and the 
habits of al] of us. We are now living in 
the beginning of the era of automation. 
We see vast plants operated by people 
who push buttons. In all areas of pro- 
duction it has become a vital necessity 
to stay competitive on methods to sur- 
vive. 

One of the most challenging of all 
management programs in this auto- 
mation era lies in the processing of the 


frailties 


more 


hrst tools to 
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necessary data that will provide timely 


as the basis for 


decisions. As 


facts and information 
management this all 
important data recedes more and mor 
into a machine, the control devices nor 
mally used by management to ensure 
the adequacy and reliability of infor- 
mation must, of necessity, be adjusted 
to reflect the changes so wrought. 

Through the years, there have been 
many control devices used in the con 
ventional sense to accomplish the de- 
sired checks and balances in a business 
enterprise. A few of these are budgets, 
systems, standards and _ internal 
auditing. Recent and current develop- 
ments in the field of high speed elec- 
tronic data processing machines foretell 
a rapid evolution in the whole areas of 
all these control devices. 

The complexity and technical aspects 
of electronic data processing, combined 


cost 
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with the rather limited 
eral familiarity (despite the great 
amount otf recent literature) on the 
part of most top management personnel, 
that 


amount of gen- 


makes it necessary there be a 


rather: general and objective appraisal 


by the. control areas themselves. Among 
internal auditors there has great 
nterest concern. It has long been 
internal chief re- 
sponsibilities to review and appraise the 
controls company opera- 
any control change 
importance to the 


been 
and 
one ot the auditor’s 
which govern 
tions. Consequently, 
prime 


auditor. 


S a matter ol 
nternal 

Machines and electronic data 
sing have, for several years been 

prime target for the research com- 
mittee of the Institute of Internal Audi- 
tors. Internal auditors have considered 
the exact manner that auditing 
would be when an electronic 
intermediary between 
the original records and the final results, 
which are published in the form of pay 


ener ks, operating 


proces 


now, 


their 
affected 


machine was an 


reports or accounting 
much coneern 
as to what might be required to be expert 

programming, electronics or magnetic 
memories. It was recognized that thes« 
electronic machines might bs regarded 
in the light that they merely did th 
same things as other machines, with the 
principal difference of speed coupled 
with the mystery ol electronic ope ration. 

To a considerable extent, the first r¢ 
search committee publication of the In- 
stitute of Internal Auditors, “Internal 
Auditing and Electronic Data-Proces- 
sing Machines,” was designed only to 
help internal auditors to understand 
how to approach the problems of audi- 
ting under conditions. Because 
there were so few working installations 


There has been 


, > | 
recoras, 


these 


of electronic data processing machines, 
the publication was to a considerabl 
degree intended to provoke thought 
rather than try to reach conclusions 
upon which principles of auditing could 
be based. 
Some of 
of internal 


the results of these studies 
auditing have served to 
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point up the problems that will concern 
early audit efforts. As might be expected, 
there are trails left in some operations 
that permit techniques similar to those 
already in vogue, which are of long- 
standing use in the auditing of tabulat- 
ing operations and, to some extent, other 
machine operations. These trails may, 
in the future, rapidly become magnetic 
tape or something similar, and require a 
distinct change in the audit approach. 

As machine installations increase, 
the seope of their applications is much 
broader and the internal auditor is faced 
with audits of operations and similar 
applications that are not, to the extent 
desired for rigorous control, subject to 
post audit. So he must of sheer neces 
sity coneern himself with the structure 
of control that is built into the applica 
tion of machine programming. 

To properly perform his assigned 
task, the auditor must be sure that the 
programming of applications is ap 
proached with a realistic concept ol 
built-in control in supplying data to the 
His main job will be to deter- 
mechanisms of control and 
the manner in which they are adminis 
tered. If controls are adequate in con 
cept and enforced in a realistic and 
practical manner, the end result should 
be acceptable and may. be reasonably 


machine. 


mine the 


assumed to be correct. 

The establishment of these controls 
s not a part of the internal auditor's 
responsibility—in fact, just the opposite. 
Controls should be established by and 
hetween the machine department and 
the department being served. It would 
be most diffieult for the internal auditor 
to. properly appraise the controls so 
established if he were, in fact, apprais- 
ing his own handiwork. 

However, in an operation so complex 
as electronic data processing, participa- 
tion in the programming might be ex- 
tremely useful in obtaining the necessary 
understanding and appreciation of what 
the machine can do, and what controls 
built into its operations. Not 

Continued on page 250) 
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to have had foresight 


The first who bought the new A. B. Dick, Model 350 offset 
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The Library Function of a 
Budgetary Control System 


WILLIAM D. McGUIRE 


President, National Society for Business Budgeting. 
Kimberly-Clark Corp., Neenah, Wis. 


GOOD BUDGET SYSTEM, now 

accepted and adopted by American 

business as an indispensable tool in 
modern industrial management, has, as 
its primary objective, the establishment 
of intelligent control over total opera- 
tions. However, there is another func- 
tion of a good budget system which is 
only recently beginning to appear and 
be appreciated. Just as enthusiastic 
salesmen and imaginative operators have 
finally become convineed that a budget 
is not a device concocted by the finan- 
cial department to “hamstring” their ac- 
tivities, so also must management be 
convinced that this new function, al- 
though admittedly incidental, can be ex- 
tremely important. Just as salesmen 
and operators, and general management 
itself, are constantly finding ways by 
which they can better control their day- 
to-day operations, so also must they be 
convinced that there is available’ to them 
a tremendous store of facts to help them 
to make better decisions. 

Dr. W. D. Knight of the University of 
Wisconsin has referred to this additional 
function as the “library function.” This 
is a recognition of the fact that in pre- 
paring operating and capital budgets, 
and in reviewing and explaining the 
periodic variances, it is necessary to 
make a record of a host of figures and 
financial ‘relationships which could sig- 
nificantly affect the profits of the com- 
pany. They have to do with basic sell- 
ing prices and the endless price differ- 
entials caused by variations in quality, 
quantity, or put-up; freight costs from 
and to various locations; production 
eosts for specific grades and even vari- 
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ations within those grades; production 
costs expressed in labor hours, labor dol- 
lars, machine hours, or production cen- 
ters; selling and distribution costs by 
product lines; cost of specific advertis- 
ing and promotion campaigns; cost of 
the purchasing or accounting function, 
with detail as to labor, material, and 
expense. These records comprise the 
library of information which can be so 
useful to management. 
In many when comes to 


cases, one 


the library, the information desired can 
be simply lifted out of the budget work- 
sheets in its original form. 


In others, 
it must be restated for application to 
the problem under consideration. In 
any ease, the volume and accuracy of 
the information available is truly amaz- 
ing and should be the first source from 
which to seek the answer to many of 
the questions which must be considered 
every day. It should be remembered, 
that this information has been 
agreed to by all concerned before the 
budget was reviewed and approved by 
management, and represents the evalua- 
tion of a coordinated set of facts. As 
management makes increasing use of the 
facts available in the budget library, 
they too will appreciate that, not only 
are those facts more quickly available, 
but they can be the basis for more ac- 
eurate and significant decisions than 
those based on a review of actual re- 
sults. 

It is important to recognize that the 
information available in the budget li- 
brary was compiled under the direct su- 
pervision of the budget director. He 
knows what information is in his li- 
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on the very FIRST JOB!” 


“The job I’m referring to was the col- 
lating of 2500 copies of Baker Chemical’s 
300-page price catalog. Normally a cat- 
alog of this size has its share of pro- 
duction problems, but an emergency 
65% revision, midway through, compli- 
cated matters even more. 
“Yet instead of 20 to 30 girls doing 
hand collating and piling up hundreds 
of hours of overtime, we accomplished 
the entire catalog revision and assembly 
with a Thomas Collator and three girls 
during regular working hours!” 


: 


; ge 


re ae Taee. 


More in use than all 
other makes combined 


Copyright 1957, Thomas Collators, Inc. 


: | 
“Our THOMAS COLLATOR paid for itself 


JAMES E. WILLIAMS, Off. Mgr. 
J. T. BAKER CHEMICAL CO. 
Phillipsburg, N. J. 


You, too, can increase efficiency, perk 
up office morale and cut costs by 50% 
with a Thomas Collator. And only with 
Thomas do you have the pick of two 
complete lines — electric-powered and 
mechanical! There’s a big price advan- 
tage, too! Thomas Collators cost less 
per bin opening than any other collaton 
— bar none! 

Send today for the full story... simply, 
completely told in our new fully colored, 
illustrated brochure. No obligation, of 
course. 


Thomas Collators, Inc., Dept. pg 
50 Church Street, New York 7, N. Y. 


At no obligation, please send me 


{] FREE New Full Color Brochure 
[_] FREE Collating Cost Calculator 
[] Demonstration at my convenience 


NAME 
(Please Print) 


COMPANY 
ADDRESS 
CITY 
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Tight Money? 


If you’re a small manufacturer 


who’s feeling the pinch, here’s a way 


to ease your cash shortage from within 


TODAY most companies need additional 
funds to finance continuing growth. Yet 
current restrictions make it difficult for 
them to borrow on favorable terms. Is 
your company caught in this squeeze? 


If it is, the McBee Keysort Plant Control 
Plan offers a solution. 


First, look at your working capital. 
Chances are that a large portion is tied 
up in raw materials and work-in-process. 
If you could reduce these figures to a 
practical minimum — thus converting a 
greater part of working capital into cash 
— you would be able to finance more of 
your growth from within. 


THESE inventory reductions can be 
achieved by shortening the manufactur- 
ing cycle — moving production jobs 
through the plant on shorter schedules, 
regularly. For this, tight management 
control is essential. Yet accounting meth- 
ods which give management the on-time 
facts necessary for such control are too 
costly or too complex for most small to 
medium-sized plants. 


With one exce ption wn 4 ysort. 


of gece @ 
ecco %* 
oe6o > 


THE KEYSORT PLANT CONTROL PLAN is 
designed specifically for “small” plant 
operations. Through readily understood 
daily, weekly, and monthly reports on 
every phase of plant operation, men and 
machines are utilized full-time. Backlogs 
are cut to a minimum, frequently elimi- 
nated entirely. Overtime is limited to 
emergencies. 


THE RESULT? Production schedules, from 
order to completion date, are sharply re- 
duced. This means earlier shipments and 
collections. You tie up fewer dollars in 
work-in-process, can operate with a low- 
er investment in raw materials. Your 
cash position is immediately improved. 


THE FLEXIBILITY and results of the Key- 
sort Plant Control Plan are being proved 
daily in hundreds of plants, some with 
fewer than 100 employees. Learn how 
PCP can bring to your company the bene- 
fits of truly modern management control. 
Without disrupting present accounting 
methods. At remarkably low cost. 


The McBee man near you has a complete 
presentation which shows how it’s done. 
Phone him, or write us. 


o® f%%e 0°%% g°% eoece 
C00 ¢ 3 eee 
Peon C00 S$ % So 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 


Offices in principal cities « In Canada: The McBee Company, | td., 179 Bartley Drive, Toronto 16, Ontario 
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brary, what it means, and how it should 
be used. Because of this, his position 
should be held by one who will take 
advantage of his unique opportunity to 
benefit both the company and himself as 
he progresses toward an executive posi- 
tion requiring a broad knowledge of the 
business. 

Those of us in the financial end of 
the business would. like to see more em- 
phasis placed upon “the profit motive” 
—more assurance that the decisions will 
inerease the return on the investment in 
the business. It must follow then that 
one of our primary responsibilities is 
to see to it that the proper facts are 
not only available for, but provided to, 
management. This is a responsibility 
which must be recognized and satisfied 
before there is any justification for 
criticizing the methods upon which de- 
cisions are presently being made. And 
that can be done more effectively by 
making the information in the budget 
library available to management. 


What are all these uses for this val- 
uable information? Any list would be 
incomplete. But one of the basie ques 
tions which this information can help to 
answer is whether an individual com 
pany employs its own labor and mate 
rial, or invests in the products of 
others, to ac¢omplish a specified task. 
Certainly that applies in the office as 
well as in the plant. Equipment manu 
facturers have done much, and can do 
much more, to support the fundamental 
philosophy that business decisions should 
be made on the basis of the highest re 
turn on investment. The complete 
budget library plays its part in provid 
ing the basic information necessary to 
determine the return on investment. 

It has often been said that there is 
no ‘substitute for good judgment. The 
first requirement for judgment, 
however, is possession of the facts 
properly organized, analyzed, and evalu 
ated. Those facts are available in the 
budget library! 


rood 


How Office Management 
Gets Top Management Rank 


WILLIAM L. CRUNK 


Vice President, Office Management Div., American Management Assn. 
General Supervisor, Sales Offices, Reynolds Metals Co., 


Louisville, Ky. 


APERWORK PERMEATES every 

phase of American enterprise today. 

The complexities of American busi- 
ness have increased in direct proportion 
to the ability of industry to improve 
productivity. The American business 
story might be characterized by the 
sausage manufacturer who started busi- 
ness in a lean-to shack in Cynthiana, 
Ky., several years ago and now employs 
40 people. His only products: sausage 
and paperwork. He derives his profit 
from the sale of sausage, but he could 
not distribute it to several midwestern 
states and employ 40 people to make it 
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without paperwork. 

The larger the business or the greate) 
the productivity, the more complex the 
paperwork. The responsibility for 
managing the vast resources and facili 
ties of men, machines and materials 
which make the productive capacity 
possible requires general management to 
depend upon the executive responsible 
for office management. He reports the 
facts needed to plan and control, and to 
sustain the effective marketing and dis- 
tribution of its products. Only through 
a system of records and reports, con 
trols and forecasts, designed and ad 
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SENSITIZED PLATES 
ARE MICRO-SURFACED! 
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ministered by the office executive, can 
business be transacted in an orderly man- 
ner and the products produced at a 
profit. 

It matters not how cheaply a product 
is produced if the marketing endeavor 
which follows does not result in a satis- 
fied customer. Here again the office ex- 
ecutive is an adjunct of general man- 
agement who coordinates the activities 
of the administrative organization to in- 
sure rapid, efficient and effective cus- 
tomer service. The office executive also 
has proven his value to management by 
increasing the productivity of the cler- 
ical force through improved methods and 
more mechanization, including scientific 
techniques and office automation. 

In spite of the enlarged scope of his 
activities and the increased importance 
of office management in the administra- 
tion of modern business along scientific 
lines, some who earn their living as 
office managers shun the title, “office 
manager.” They associate it with the 


“chief clerk” concept and the “green 


eye-shade.” They want to be called “di- 
rectors of administration” or some 
equally professional sounding title. 
This attitude expresses a negative 
viewpoint. We forget that the man- 
ager supervises the expert and the pro- 
fessionals. The office manager is a defi- 
nite part of general management. If 
the office manager will pause to inven- 
tory the functions he is responsible for 
in his frenzied efforts to obtain recog- 
nition, he will find that they encompass 
many of the professional and technical 
activities of a business and that the im- 
portance of his job is second only to 
that of the general manager. 
Diseussion in an American Manage- 
ment Association Workshop Seminar at 
Colgate University on the “Changing 
Patterns of the Office Manager’s Job” 
disclosed that his job requires the skills 
for planning: and directing the admin- 
istrative services which are common to 
the prime functions of all business. He 
is manager of the many clerical and 
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service functions including stenographic 
pools, mail, protection, reproduction, 
filing, stationery stores, reception, order 
processing, building maintenance, travel 
and housing reservations, dining facili- 
ties and, frequently, medical and first 
aid services. He engineers or controls 
space planning and utilization, and 
sometimes building construction; also 
forms control, equipment and supply 
standards, clerical quality control, bud- 
get control and methods. He is a spe- 
cialist in, or administers, communica- 
tions, personnel, training, records reten- 
tion, recruiting, welfare, work measure- 
ment, work simplification, salaries, auto 
motive fleet management, organization 
control and sometimes insurance. 

The office manager should not attempt 
to define the area of office management 
in terms of any one or several of thes« 
functions. He cannot limit the defini- 
tion to those functions which he thinks 
will add a professional touch of pres- 
tige to his job. He cannot gain recog- 
nition by virtue of his title. The pay- 
off is how well he understands and ap- 
plies the techniques that are available 
to him. Does he apply these techniques 
in a manner designed to result in better 
service at a reasonable cost and ulti- 
mately in a greater profit? 

To gain recognition the office man- 
ager must have a positive approach to 
his job. He must be willing to master 
the skills of those who have preceded 
him in this field. He must be a pioneer 
in seeking new ideas. He must apply 
all the knowledge of scientific manage 
ment to the paperwork problems of his 
company, to produce a profit and to 
insure the building of a business in the 
American tradition. Then, and only 
then, can he stand proudly at the right 
hand of the general manager, respon- 
sible for the office management phase 
of general management. Then, and only 
then, can he expect to be called vice 
president in charge of office manage- 
ment. 





When the New Employee 


Meets His First Supervisor 


LESLIE J. WHALE 


President, National Business Teachers Assn. 
Supervisor, Dept. of Business Education, Detroit Public Schools. 


FTER THE GRADUATE is placed 

on a job, it is the responsibility ol 

the employer to orient him or her 
to the duties and responsibilities of the 
job. All too often this responsibility is 
relegated to a supervisor or department 
head who is too busy himself to give the 
information and time to the 
new employee. The result is that the 
employee vets off to a bad start. 

The best training in general education 
and usable office skills does not guaran- 
tee the success and happiness of the be- 
vinning worker on his job. In business 
classes in the high desirable 
business habits and attitudes, personal 
traits and efticiency factors are con- 
stantly stressed. Students also are en- 
couraged, through participation in stu 
dent activities, to acquire and practice 
desirable civic behavior and to develop 
personality qualities that are both so- 
cially acceptable and desirable. 

In order that the new employee may 
make a satisfactory initial adjustment 
to his new job, it is highly desirable that 
his immediate supervisor possess some 
of the same qualities expected to be 
found in the new employee, plus several 
that are desirable and expected of an 
individual holding such a position of 
leadership in the company. To mention a 
few, the supervisor should have a pleas- 
ant personality, wholesome attitude to- 
ward the company, a sense of loyalty, 
pride in his personal appearance, pa- 
tience with new employees and, above 
all, that intangible something called 
“humaneness.” 

The supervisor should expect that the 
new worker will be regular in his at- 
tendance, punctual, accurate in his work, 


necessary 


schools, 
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able to follow simple instructions, take 
pride in good appearance of work com- 
pleted, cooperate with tellow employees, 
be neat and orderly in her office house 
keeping, be willing and capable of meet- 
ing deadlines, cheerful, patient in check- 
ing figures and necessary details, able 
to Make common-sense decisions, pro- 
duee reasonable output of satisfactory 
quality, take care of hygiene, possess 
grace and observe business eti- 
quette, be able to accept eriticism graci- 
ously without resentment, be strict in 
observance of recess and lunch periods, 
dependable, and able to grow and 
progress in job knowledge and wisdom 
with experience. 

On the other side of the ledger, the 
supervisor should have had a wide and 
successful office experience, trust the 
employees with whom he works, cooper- 
ate rather than impose, guide rather than 
supervise, assume a professional! attitude 
rather than be a know-all, be able to 
learn and profit from those under his di- 
rection, be one who thinks of himself 
as a resource or consultant rather than 
a policeman, be one who gets assistance 
on unknown problems facing the em- 
ployee when needed, interested in de- 
veloping successful workers, a respected 
leader, stimulator and motivator to the 
employee, be continually growing him- 
self, and inspire confidence in workers. 

Onee the graduate is placed on an 
initial job, it behooves his employer to 
encourage further study and to stimulate 
and assist in the growth, development 
and successful progress of the employee. 
It is also the responsibility of the em- 
ployer to stimulate interest in the job 
in order that the enthusiasm of the em- 


social 


Tue Orrice—January, 1957 





new (9o/ Phillipsburg Model 


INSERTING & MAILING MACHINE 


The 1957 Phillipsburg Model, Insert- 
ing and Mailing Machine is the result of 
30 years’ experience and research de- 
voted to the development of the finest 
mechanized mail processing equipment for 
modern business. Recently, the 10,000th 
machine rolled off the production line 

GATHERS 

OPENS FLAPS 4 which included V-Mail machines. 

STUFFS ’ n : With this new, high-speed, automatic, 
MOISTENS = é tah gos Bs production-line Inserting and Mailing Ma- 
SEALS — chine any business can set up a mech- 
PRINTS INDICIA 
STACKS 
COUNTS 


anized mail processing operation that is 
unequaled for efficiency, low-cost opera- 
tion and work-load capacity. The 1957 
Phillipsburg Model incorporates the most 
advanced design automatic controls and 
production features such as: Vacuum Feed 
System, Postage Indicia Printer (eliminat- 
ing the use of metered mail), Double-feed 
Detection System, Warning Light System 
and Conveyor Delivery... op- § & IAM 
erates at speeds up to 4,500 





mailings per hour. 


INSERTING AND MAILING MACHINE CO. 
PHILLIPSBURG, NEW JERSEY 


Write for information 
or see a demonstration. 


0-1-7 


(_] Send information 


(_] Arrange demonstration 





Company 





VACUUM FEED—This modern, pre- 
cision feed system assures continu- 
ous work-flow . .. vacuum feed 
handles any type of paper stock. 


Address 
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| 
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Name | 
| 
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j wane after the initial 
vlamour otf the job begins to diminish. 
New employees are quick to notice little 
acts of kindness, appreciation ot their 
efforts, and gratitude for tasks com- 
pleted beyond the “eall of duty.” The 
supervisor has an obligation to create 
the circumstances that will bring out the 


ployee may not 


best in his new employees. 

To win the good will, to gain the 1 
and to inspire new employees to 
want to do well, the employer must as 
the role of educator and at all 
times he must remember to be human 
in his dealings with the employees under 
his direction. 


spect, 


sume 


Records Management Field 
Needs Trained Personnel 


JOHN F. X. BRITT 


President, American Records Management Assn. 
Supervisor, Office Standards Section, Ford Div., 


N THE 


he en 


LAST 


don ‘ 


DECADE, much has 
written 


management 


and about 


said 
the growing records 
tield. 
seized upon this new management scienc: 
to rid itself of the complex paperwork 


problems hidden in costly 


Like electronics, business has 


file cabinets, 
rooms, multiplied by 
and 


stored in unused 


machines, encouraged 


myriads of 
by “paper happy” personnel. 
From government have come the lead- 


ers of the new management movement. 
men have applied 
concepts to paperwork 
have evolved a records system out of 
hodgepodge. Emmett J. Leahy of Leahy 
& Co.; Robert Shiff, National Records 
Management Council; Arthur Barean 
of Records Management Institute; John 
Dethman of Ford; and Robert Weil ot 
Bethlehem Steel are only a tew ot the 
prominent pilo- 
neers. 

But the growth of the 
agement field has pointed out a grow- 
ing weakness. There are not enough 
eapable people properly trained to 
carry out a good, complete records man- 
agement program for industry. Too 
many of the people in the paperwork 
mill have not envisaged the many parts 


These management 


handling and 


records management 


records man- 
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Ford Motor Co., Detroit 


ot a They 
file, but they do not evaluate records fo1 
disposition. They store, but they do not 
protect records. They dispose of ree 
ords, but do not intelligently preserve. 
Only part of the whole paperwork proc 
ess is understood. The rest is sorely in 
need of explanation. 

A small but excellent attempt at 
training has been made by the National 
Records Management Council, the Ree- 
Management Institute and a fev 
trained, interested people. Records man- 
agement courses have been scheduled at 
universities. These courses are 
both broad and detailed in subject mat 
ter. They cover the entire records proce 
ess: creation, current maintenance, stor 
age, disposition and preservation. 

The couneil also provides graduate 
fellowships in management. 
Some of the large companies have de 
veloped on-the-job training programs 
to broaden the basie knowledge of their 
employees and to enhance their present 
contributing skills. The American Ree- 
Management Association was 
founded to provide an exchange of ideas, 
systems and skills among records man- 
agement people of all supervisory levels. 
however, are 


complete records program. 


ords 


major 


records 


ords 


These common efforts, 
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reduce 
sales 
costs 


with the NEW 


‘Thide 


"Flat-Top” CATALOG 
and SALES CASE 


The new TuFIpDE “Flat-Top” 
Catalog and Sales Case costs 
less to buy . . . and needs re- 


placement far less frequently, LOOKS like leather... 


so it costs less to use! Modern, 


box type construction and two FEELS like leather... 
expanding inside pockets allows OUTWEARS leather 5 to 1... 


full view and easy access of 

contents. Sturdy brass locks. 

LIFETIME Hardened Nylon YNCONDITIONALLY 
one-piece Edge guaranteed not Guaranteed 5 Years! 

to break; holds case in perfect 

shape. See the TuFiIpE “Flat- 

Top” Catalog and Sales Case at 

office supply, stationery and de- ae wen 1 - 

partment stores. 401 Jackson Bivd., Chicago 7, Ill. 


’ : hm Please send FREE Catalog on complete line of 
Also available with inside TUFIDE Business & Executive Cases. 


modifications to meet your [] Check here if you have special requirements. 
special requirements. Mail (Attach a note explaining your needs and quantity 
: of cases desired.) 
coupon for details. 
Your Name 





Company Name. 





Company Address. 
City & Zone 
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Suddenly with Clary, her dream of an adding machine comes true! 
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only a drop in a vast sea of darkness. 
We must face facts and do far more, 
if we are to ever control the paper 
white elephants. 

Thorough training is needed. How do 
we get it? High schools, business schools 
and colleges of business administration 
must recognize the need for paperwork 
improvement in business. They must in- 
clude courses in their curricula to meet 
the needs. The good records manager 
or the office manager with a concern 
for and knowledge of paperwork proc- 
esses must be trained thoroughly and 
early. Records management is a field 


akin to accounting. It controls paper 
work costs; it produces paperwork effi 
ciency; it is a necessary part of busi 
ness. Too long has the paperwork prob 
lem been ignored. Records associations 
must increase their training activities. 
They must encourage training courses, 
develop and support them. Records man 
agers must contribute their skills. 

The need for complete, good, records 
training is here. We must now move fast 
to establish training programs. Our driv 
ing speed will serve management bet- 
ter, which is the goal of every conscien 
tious employee. 


How to Learn More 
About the “New Office’ 


HARRY M. NORDBERG 


President, Office Equipment Manufacturers Institute. 


Vice President, Pitney-Bowes, Inc., Stamford, Conn. 


T IS COMMON 
among office management people 
that great things are brewing—a 
new office is on the way. In fact, elec- 
tronic machines that think, memorize, 
print and read at fantastic speeds; push- 
button machinery, new materials, and 
other marvels seem to be the number 
one topie of conversation and—to some 
people—a Pandora’s box they don’t 
. dare look into. 

There is no doubt that methods and 
equipment now being put on the mar- 
ket, or promised in the next few years 
are intricate, unfamiliar and almost al- 
ways difficult to understand. But take 
heart! Not only is your interest recog- 
nized and catered to, by magazines and 
newspapers and program chairmen, but 
you have at hand an eager expert who 
ean play a helpful, double role: help 
you understand what these new systems, 
devices and materials are, and show you 
how to apply them to your greatest 


KNOW LEDGE 
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profit. He is one of an army of men on 
whom literally millions of dollars ar 
spent each year by his employers, train 
ing him on equipment, methods and pro- 
cedures that can furnish many of the 
answers to your questions and prob- 
lems. That expert is the salesman of 
office equipment. 

Whatever else it will be, the new of- 
fice is going to be automatic. Micro- 
filing systems, all-seeing electronic eyes, 
mechanized fingers, electronic work- 
horses—these are among the marvels 
that guarantee it. But the mere exist- 
ence of automatic equipment does not 
guarantee you automatic answers to 
your questions about it, nor does it 
guarantee automatic solutions to your 
present office problems. 

The dynamics of management still 
require that a human mind investigate, 
weigh, and then decide which course is 
best for the overall goal of the com- 
pany. That human mind is yours—and 





in your investigating and weighing you 
can count on aid from many sources. 

General answers to your questions 
are available in the best magazines and 
newspapers, as well as in the manufac- 
turer’s advertising and promotional lit- 
erature. These answers, however, are 
too broad and impersonal to solve every 
one of your problems immediately. 

Schooling also is available, yet it is 
sometimes slow and expensive. The sem- 
inars at professional or trade confer 
ences are good introductions to the sub- 
ject but, again, your particular ques- 
tions are not likely to be focussed on. 
Business consultants are available, yet 
you might hesitate to hire one until a 
major need has been disclosed. Not even 
the most able after-dinner speaker can 
devote enough of his question-and-an- 
swer period to your burning questions 
on the new office. 

Clearly, then, you yourself are going 
to have to dig for the facts before you'll 
be ready to make your decision. Con- 
ferences, classes, publications and adver- 


tising will help you out, but the most 


up-to-date information lies in a soure¢ 
that is often overlooked, or at least un 
derestimated: that visiting expert, the 
office equipment salesman. 

What makes this man’s knowledge so 
attractive to you? For one thing, he 
knows what other companies are doing 
with his equipment and what they are 
doing with other business machines or 
systems. He can tell you what these 
other companies are doing to solve prob- 
lems identical to those you are facing. 
He wants to help you find out all you 
can because, if he has any faith at all 
in his own products, he expects that you 
will see their value and want some for 
yourself. If he values your good will, 
hc will tell you frankly when you don’t 
have « use for them! 

For these reasons, you should be tak- 
ing advantage of the knowledge of new 
machines, methods and systems that is 
so easily available from the representa- 
tive who calls on you. I’m speaking of 
the best salesmen in the best office equip- 
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ment In them, intelligence, 
knowledge and ethies go hand-in-hand, 
coupled with the realization that their 
own and their company’s reputation are 
riding on every word they say. Because 
they’re human, too, you'll find they ar 
proud to be asked for information. Fact 
is, you may have trouble stopping some 
of them, once they’ve started! 

I’m suggesting that you not overlook 
these experts as a source of information, 
whether you are after an immediate an 
swer to a specific problem, or are merely 
curious about the future. Whatever the 
field you are interested in, seek out sales 
representatives from a number of com 
panies in that field. The views of com- 
peting salesmen should make you a 
knowledgeable judge of the equipment 
that is best for you. 

“But I don’t have any problems in 
my office!” It’s a rare individual who 
ean utter those words. No office has 
reached the stage of Utopia, no system 
is so efficient that it cannot be improved. 
The newest equipment and processes aré 
described in magazine articles, in ads 
and in professional conferences. But 
you can relate them closer to your own 
office much better after you’ve talked 
them over with the visiting experts, the 
office equipment salesmen. 


companies. 


I can’t emphasize too strongly the 
advantage of talking to as many of 
these men as you can. Not only should 
you be willing to open the door to those 
calling on you, you should do more than 
that; send for them when they stop call- 
ing on you, or when they call on some- 
one else in your company. 

This is not to say that you should 
drop all other personal research just to 
talk to salesmen! Continue to seek usable 
ideas from the pages of the business 
press, from the remarks of fellow guests 
at professional seminars, from commit- 
tee meetings inside your own company, 
and from the advertising of the office 
equipment manufacturers. You’ll want 
to satisfy your curiosity, every way you 
ean, about integrated data processing, 
work simplification, operations research 
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if you regularly address 5 or more cartons per shipment, 
you can save money and avoid costly errors by addressing 
multiple shipments as a by-product of office procedure. 


You can prepare STEN-c-LABLS 
at the same time as your invoice, 
order or bill of lading, whatever 
your procedure or equipment— 
manual or electric typewriters, 
electric billing or accounting ma- 
chines, Card-o-type, Teletype or 
Flexowriter. 


Shipping department makes 
unlimited impressions with STEN- 
C-LABL Applicator direct to 
PANL-LABL on carton or to printed 
gummed labels or tags. All ad- 
dressing errors, mis-shipments and 
repetitive writing are eliminated. 

Thousands of dollars are being 
saved by present users. 5 


4 Addressing direct to PANL-LABL printed on carton 


2 Addressing direct to carton using 
die-impressed STEN-C-LABL. 














Learn how STEN-C-LABLS can help 
solve multiple shipping problems. 


Write TODAY for FREE brochure 
showing detailed operation and 


actual installations, , 


STEN-C-LABL, INC. 


DEPT. O-1, 2285 UNIVERSITY AVE., ST. PAUL 14, MINNESOTA 
For More Information Circle No. 204 
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*|ndependent surveys comparing shelf and drawer filing show approximately 
50°; savings in personnel TIME. No time. wasted opening, closing drawers. 
Doors give shelf work surface. *Floor SPAG@E savings amount to 42-50°% due to 
greater capacity, 30-inch aisles. *When you save time and Space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 
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and other new office tools, systems and 
materials. Use this information to solve 
the problem of high costs and' shortages 
of clerical labor. Use it in your office 
to eliminate the many manual opera- 
tions, costly repetitive processes and 
heavy demands on cramped office and 
storage space. Too, this information will 
open new vistas of management control 
and research, hitherto impossible of 
cousideration. In addition, attack those 
danger spots in personnel relations 
brought on by the resentment of em- 
ployees toward tedious, monotonous and 
uninspiring manual tasks which 
chines ean do better. 


ma- 


The answers to all your questions and 
the solutions to all your problems do 
not lie in plain view somewhere, neatl 
labelled. You will have to search for 
them. That’s part of any office execu 
tive’s responsibility. Also a part of your 
responsibility, though, is the requirement 
that you avail yourself of every pos 
sible assistance in the search. 

Do not overlook the dollar-and-cents 
advice and counsel of the office equip 
ment salesman. Hear his story, ask ques 
tions, compare his information with that 
given you by others. You'll learn mueb 
in the process, and you'll bring the new 
office one step closer for your company 


Electronic Data Processing 
Is Coming for All Offices 


DONALD L. GERIGHTY 


President, National Machine Accountants Assn. 
Aeroquip Corp., Jackson, Mich. 


COMMON REACTION to 

tronics by many American business 

executives has been, “Electronic 
machines are fine for the large com- 
panies, but it will be years before com- 
panies of our size will be able to take 
advantage of these marvels.” This was 
perhaps justified three or four years 
ago when the large scale electronic data 
processing systems were first introduced. 
But many technological advances have 
been made since, not only in the equip- 
ment available but also in systems con- 
cept and in basic management planning. 
The time has certainly arrived for every 
company of even moderate size to ana- 
lyze their position as related to elec- 
tronic data processing. ' 

The Journal of Machine Accounting 
recently carried an item by John E. 
Johnson wherein he calculated that 
“ ., as far as manufacturing companies 
are concerned, a giant ‘brain’ becomes 
a good buy when annual gross sales are 


elec- 
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one hundred times the cost of the sys 
tem.” Compare this reasoning to the cost 


of some of the medium-size electronic 
data processing systems now available 
and it is evident that these systems art 
not restricted to the large companies. 

Recent announcements of equipment 
indicate that electronic systems are be- 
coming more and more within reach of 
the smaller companies. One system re 
cently announced (in the forty-thousand 
per year price range) provides for stor- 
age of 50,000 unit records of 100 digits 
per record. These records can be up 
dated, interrogated, reported, ete., at 
split-second speeds. Is it not reason- 
able to assume that further refinements 
and developments of equipment will be 
come available in the near future? 

A major problem now is to educate 
the American office manager to the new 
world of electronic data processing that 
is available to him. This equipment, 
through its high speed manipulation of 
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data, vast capacity and almost unerring 
accuracy, can provide management with 
timely information heretofore imprac- 
tical to even think of. Thus, it is es- 
sential that the business executive makes 
sure that his staff is preparing for elec- 
tronic data processing. 

Each company should have at least 
one person who is schooled in the funda- 
mentals of electronic data processing. 
This person, who must be familiar with 
the operating problems of the company, 
should have a knowledge of the basic 
concepts of applying electronics to busi- 
ness problems. He should be familiar 
enough with the equipment so that he 
ean analyze the specifications of new 
machines and devices to recognize the 
right machine for his company when it 
becomes available. 

The company itself should endeavor 
to clean up its data handling proce- 
dures so that the eventual conversion to 
automated processing can be accomp 
lished as easily as possible. It has often 
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been said that just the feasibility study 
for electronies affords enough savings 
in the existing system to more than off 
set the cost of the study. 

Top management should maintain a 
continuing interest in this change of 
office procedures. They should attend 
meetings and seminars wherein the ap- 
plications of electronic systems are dis- 
eussed. Management should be open- 
minded to the possibility of electronic 
processing for their own use and should 
keep up to date on what others are do- 
ing. The large companies are leading 
the way, and the smaller companies 
should try to benefit from the experience 
of the large firms. 

Another approach is to be imagina- 
tive. Do not be content to investigate 
only the areas that have been automated 
by other companies. When we talk of 
electronic data processing we immedi 
ately think of payroll, inventory, pro- 
duction control, accounting, sales ree 
ords, ete. There are probably many 
other areas in some businesses that could 
benefit from the use of electronic equip- 
ment, but have remained undeveloped 
beeause of a lack of imagination. Too 
many of us are content to follow the 
paths of others instead of investigating 
new paths. 

A complete new world of office tech- 
niques and management planning has 
been opened up by the advent of elec- 
tronic data processing systems. Every 
company should be constantly aware of 
the possible applications of these sys 
tems. The keyword is “education’- 
education of top management to the 
possible advantages of electronics; ed- 
ucation of machine accountants, systems 
people, department heads, ete., to the 
practical application of electronics. 
Some machines are here, others will be 
fortheoming. Will business be ready to 
take full advantage of the tools offered 
it? The responsibility of being pre- 
pared lies in the hands of the business 
executive. Those who fail to meet this 
responsibility will be lost in the struggle 
of competition. 
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olivetti 


The Olivetti Lexikon Electric Typewriter produces clean, crisp, uniform 
typescript with virtually no effort on the typist’s part; the result is less operator- 
fatigue and greater efficiency than with non-electric machines. Carbons are 
more legible, and extra carbons require no extra typing effort. The Lexikon 
Electric prints, spaces, back-spaces, line-spaces, returns carriage, shifts be- 
tween upper and lower cases and repeats dots, dashes, x’s and underlines 
electrically. An exclusive On-Off Switch shuts the motor off when the machine 
is idle for 60 seconds. For information, see your Olivetti dealer, or write to 
Olivetti Corporation of America, Dept. OF, 580 Fifth Avenue, New York, N.Y. 
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British Offices Are Looking 
Ahead to Automation 


G. L. MERCER 


President, Office Appliance & Business Equipment Trades Assn. 


URING THE PAST YEAR Britain 
has had both its hopes and fears 
violently aroused by the introduc- 
tion to parlance the word 
As to its exact meaning 
a good deal of inevitable 
but regrettable confusion which my as- 
certain others, 


common 
“automation.” 
there remains 
sociation, together with 
nust somehow dispel 
primary things we have 
home to every office worker, 
from the chairman of the board to the 
vf that there is nothing fun- 
lamentally new about this development, 
mit harnessing the electron has unques- 
tionably so accelerated the pace that we 
must solve certain problems which, un- 
der less progressive circumstances, could 
have been dealt with in a more leisurely 
manner. This is evolution, not revolu 
tion. The businessman needs a far more 
realistic and complete understanding of 
existing equipment and future trends 
is to be adequately equipped to 
assess the importance to his own organ- 
ization of future developments as they 
occur. This education must not stop 
with the top executive, but he must be 
the first to be ineluded in any wide- 
spread educational campaign. He should 
be the most easy to convince that mech 
anization and electronification are in 
step. While technically the latter may 
seem to have few limitations, economi- 
eally the ultimate stage is reached by 
steady progress. 

My association, in consultation with 
the National Association for the Ad- 
vancement of Education in Commerce, 
decided that most needed of all was an 
authoritative book of reference to which 
executives and their staff, organization 


(ne of the 


, 
to bring 


othes boy, is 


( 
} 
} 


It he 


of Great Britain. 


Lamson Paragon Ltd., London, England. 


and methods officers, teachers of com 
mercial subjects and senior commercial 
students could turn for information on 
all machinery and equipment now manu 
factured. This work is now nearing com 
pletion and the final booklets (it has 
heen published in this form to enable 
it to be kept up-to-date) will be appear 
ing shortly. The task was started in 
1954, and the formation of a general 
editorial committee under my chairman- 
ship was set up. Our first consideration 
as a committee was the organization of 
some 26 sub-editorial committees of di 
rectors and top executives of all com 
panies experienced in the production 
and uses of the various machines and 
equipment, each of which prepared with 
complete objectivity a section of thé 
manual on all the particular appliances, 
ete., on which they were expert. The 
editorial matter has been compiled by 
panels fully representative of each and 
every section of the industry, and they 
will be constantly kept up-to-date by 
the same panels as developments re- 
quire. 

The first of these booklets, which to- 
gether fit into a loose leaf cover, may 
seem elementary to the expert. How- 
ever, they represent a text book for all, 
expert and inexpert, and they will be 
brought up-to-date so that they become 
the expert’s encyclopedia increasingly 
from this stage on. To each is added a 
directory of suppliers of the equipment 
eoncerned from whom more detailed in- 
formation can be obtained. It is pub- 
lished by Macdonald & Evans Ltd., 8 
John Street, London W.C.1, and we are 
most satisfied with the number of sub- 
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in thin papers 


made by ESLEECK 
and nationally 
distributed by 
leading wholesale 


paper merchants. 


REDUCE TYPING 
MAILING 
FILING 
costs. 


mm SEND FOR SAMPLES -<& 


ESLEECK 
MANUFACTURING CO. 
Turners Falls, Massachusetts 








The ONLY concern in the United States 
SPECIALIZING in the manufacture of 
rag fiber ONION SKIN and 
MANIFOLD papers. 
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_ Answering Misconceptions 
On Microfilm Applications 


WYNN D. CREW 


President, National Microfilm Assn. 
Dakota Microfilm Service, Vermillion, S. Dak. 


HE LAST TEN YEARS have seen 

greater strides in the development 

of micro-photography in records 
administration than in the use of any 
other business administration tool. At 
the same time, leaders have 
begun to crystallize their thinking con- 
cerning the advantages and disadvan- 
tages of microfilm. Since managements’ 
attitude about the use of microfilm is 
directly tied to their own local expe- 
riences and to the impressions they gain 
from the microfilm salesman, I will re- 
state the case for microfilm. 


business 


First of all, it is well to recognize the 
common advantages concerning the use 
of microfilm upon which management 
personnel They are: microfilm 
saves space, insures against loss of 
records, provides the lowest cost method 
of copying records, and is photograph 
ically accurate. 


agree. 


It is more expensive to store old 
records in marginal space than to film 
them and destroy the originals. All 
space which is adequate for safe record 
storage, by its very nature, has a suffi- 
ciextly high rental or amortization value 
to pay for a microfilm program in from 
five to ten years in most areas of the 
eountry. These same records can then 
be transferred to more accessible space 
to facilitate records administrations. 

It is not difficult to index and find 
material on film. On the contrary, with 
jackets, aperture cards and the new 
strip printed copies of microfilms; no 
change need be made in the indexing of 
a file system. In fact, much cross index- 
ing ean be reduced due to low cost of 
film copies. An example is seen in the 
practice of microfilming individual 
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and filing the microfilm copies in carded 
form right back in the original file 
folder to keep the complete file intact 
in the reference area and eliminate fre- 
quent transfers to the record storage 
area. Time studies actually show that a 
riven record can be located on a reader 
from a 5” x 8” ecard containing 75 
images much faster than from the orig- 
inal stack of 75 pages of paper. 

Microfilm does not necessarily forfeit 
much legibility to gain its purposes. By 
the simple device of lowering the re- 
ratio of the microfilm process, 
nearly 100% faithful reproductions can 
be obtained. A film copy which is dif- 
ficult to read at from 24x to 30x re- 
duction ratio may often be copied at 14x 
to 19x reduction ratio with tremendous 
increase in legibility. The cost may in- 
erease from 1/5-cent to Y-cent and 
still be only a fraction of the next 
lowest cost copy on the market. It will 
pay to consider lower reduction ratios 
than are often sold in highly competitive 
situations, in order to expand the ac- 
ceptable use of microfilm. 


duction 


Microfilm need not be used only for 
retired records of a time lag 
between camera recording and the re- 
turn of developed film. Where records 
copying requires a quick reproduction 
it is possible to invest in economical 
processing equipment so that copies can 
be put into use within an hour after 
exposure. It is not necessary to have a 
large number of records to copy to make 
this economical; 20 to 30 at a time is 
practical. An ever-increasing number of 
new uses for microfilm in daily business 


because 


(Continued on page 246) 
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You, Too, Can Use the Copyflex One-Writing Method to 


Save Time, Slash Clerical Costs 


IN MAJOR BUSINESS 
OPERATIONS! 


Copyfiex in Action! 


“ Pies 


The American Steel & Wire Division of the 
United States Steel Corporation uses Copyfiex 
to reproduce accounting reports directly from 
written worksheets. Elimination of manual 
transcription speeds processing of important 
information, saves thousands of dollars annually 
in clerical costs. 


Copyfiex Desk top Model 110 copies originals 
11 inches wide by any length. Only $555. Other 
models available to copy originals up to 46 
inches wide 


Pe Only Copyflex Copying Gives You These Big 


Advantages for One-Writing Business Systems! 


hy Everywhere, progressive firms like those described here are simplifying 
ff , and speeding business operations with the revolutionary Copyflex one- 

‘ ar aot : writing method which eliminates slow, error-prone, manual transcription 

Crown Zellerbach Corporation uses Copyfiex to of information from one form to another. Copyfiex can do the same for 

reproduce customer invoices directly from mill you. Here are some of the reasons why: 

order originals. Copyflex eliminates slow, costly 

rewriting and retyping of basic inf smation vee SPEED! SHARP, BLACK-ON-WHITE COPIES IN SECONDS! 

Oe aes SS a Paced oo It takes only seconds to make Copyfiex copies . . . directly from originals! And 
you can make any number of copies from the same original—all as sharp and 
readable as the first! 

LOW COST! LESS THAN A PENNY PER COPY FOR MATERIALS! 

Letter-size copies cost less than a penny each for materials. Besides, Copyfiex 
is economical to operate and maintain. No special installation or auxiliary 
equipment needed. : 

VERSATILITY! WIDE VARIETY OF COPYING MATERIALS! 

Copyfiex offers an unsurpassed range of materials which include translucent 


PURCHASING-RECEIVING 
" \ 
Gillette Satety Razor Company uses Copyfiex to 


simplify purchasing-receiving paperwork 
Receiving data is added onto a translucent copy 
of the purchase order, then Copyflex ‘copies 
serve as receiving reports. No costly rewriting 
of basic order information, no manual copying 
errors 


non-sensitized paper for originals, including columnar analysis sheets; white and 
color-tinted sensitized paper and cardstock; and sensitized paper and film for 
making translucent “‘duplicate originals” from which additional copies can be made. 


SIMPLICITY! MACHINES ARE EASY TO INSTALL AND OPERATE! 

Copyflex requires only an electrical connection—no permanent installation is 
necessary. And anyone can operate Copyfliex. Simply insert the original and 
sensitized sheet, and back comes the copy. No negatives, masters, stencils, or 
plates required! 


Copyflex is ideal for office use—absolutely clean, quiet, and odorless! It will fit readily 
into your present systems. Mail coupon today—it can mean important savings for you. 
Cherles Bruning Company, Inc., Dept. 12-G 


- 
! 
a | 4700 Montrose Ave., Chicage 41, Iilinels 
Copies anything typed, written, f% Hoy Please send me information on the Copyfiex process and machines. 
printed, or drawn on ordinary 
translucent paper—in seconds Pp ’ : Neme_ Title__ 
| ’ 
I 
I 











Company. 


Offices in 37 Cities of the U.S. and Canada 
CHARLES BRUNING COMPANY, INC. 
4700 Montrose Avenue, Chicago 41, lil. City re 
tn Canoda: Chorles Bruning Co. (Canada), Ltd., 105 Church Street, Toronto, Ontorio. ham 


Address GSS ——— 
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Britain's Office Problems 
Are Similar to Ours 


HARRY WARD, M. Sc., F.R.I.C. 
Secretary, Industrial & Management Research Assn., 


HESE ARE STIMULATING and 

energetic times. Those who do not 

know the United Kingdom well 
should beware of the flood of self- 
criticism and self-belittlement, which is 
our national characteristics. It 
misled Hitler, and was a contributory 
cause of the war. It misleads our friends; 
sometimes we deceive ourselves. Progress 
and development in Great Britain com 
pare favorably with anything else in 
the world. 

There is a great shortage of man- 
power in every field and every level of 
activity. But one notes the high per- 
centage of manpower employed directly 
and indirectly by gédvernment itself. 
Civil servants everywhere bear witness 
that Ministers of the Crown do not get 
from their departments efficiency com- 
parable to that of industry. One cannot 
escape the thought that enormous voting 
power is a factor in this situation. To 
some extent we have government by 
mass bribery. 

The birth rate increased after Dun- 
kirk, consequently the number of school- 
leavers will be significantly greater in 
1957 than in 1956, and will continue. 
This should ease the labor situation. 

A wide range of companies have now 
ordered electronic computers. It seems 
clear that they will produce less valuable 
short-term results when used for data 
processing than when used for industrial 
problems of a technical or scientific 
character, e.g., complicated transport 
problems, production control, reduction 
of stores and stocks and solving of linear 
equations. The training that is going on, 
and the studies that have been made 
in individual concerns, merit high praise. 


one ot 
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London, England. 


Many companies have made substan- 
tial savings, before ordering computers, 
by reviewing office problems. Computers 
demand deep studies of what is really 
essential, and they are helping to create 
simplicity. 

In general, and apart from computers, 
there is a tendency to get down to simple 
methods and be less swayed by mechan- 
ization and showy equipment, until it is 
proved that they show substantial 
savings. 

One might add that the office equip- 
ment trade has caught up with the 
volume of business on its postwar order 
book and is showing a greater tendency 
to meet special needs and bring forth 
improvements. 

In 1956, the London Chamber of 
Commerce began its new examination for 
private secretaries, using” films as part 
of the examination technique in various 
centers throughout the country to test 
the ability to prepare reports or minutes 
of meetings, and the dictation of letters 
and instructions on secretarial duties. 

Attempts are being made to stimulate 
the training of more transcriptionists 
because the fuller use of dictating 
machines is one quick way to produce 
economies in offices. Training in short- 
hand can be replaced by training in 
other subjects designed to make typists 
more useful office workers. 

More companies are saving office 
space by more drastic methods of scrap- 
ping obsolete records. Furthermore, by 
more extensive use of filing folders 
suspended from rails placed internally in 
cupboards or on open shelving, which 
represents a great saving of space as 
compared to filing cabinets. 
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You can 
cut costs In your 
order-processing 
operation! 


How to streamline 
your shipment addressing 
for speed and economy 
New booklet shows how 
“integrated shipment addressing" 
speeds shipments, eliminates 
errors and saves clerical time. 
Send for your copy! 
Dy leading Companies in every industry 
DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
NEW BOOKLET TELLS: dramatic savings in clerical time 
e How to evaluate the efficiency of and effort. Regardless of your 
your shipment addressing operation paperwork procedure, or office 
‘aoa for addressing equipment used, you can enjoy the 
o Ths Miteet Greub4aeaiiba benefits of integrated shipment 
stenciling systems addressing. 
e The key to a better shipping 
operation 
e Integrated shipment addressing, 
the newest trend in office systems 


for addressing ishets, tags and cartors 





Your free copy ts waiting 
Send for tt today! 


WEBER MARKING SYSTEMS, Dept. 8-A 
Mount Prospect, Illinois 


Please mail me a copy of * ‘How to streamline your ship- 
ment addressing for speed and economy. 


WEBER MARKING mt as 


Division of Weber Addressing Machine Co., 
Mount Prospect, Illinois 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 


Company 


Address 


| 
| 
| 
| 
| 
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We’re working 


Nothing does more work more quietly than the 
new Royal Electric. 


It helps typists do more work, better-looking 
work, faster... because it’s 13 times faster to 
operate than non-electric typewriters. 


And it goes about its business quietly. The 
new Royal Electric muffles irritating typewriter 
noises so you can hardly hear them. It’s as easy 
on your ears as it is light and easy to the touch. 

The quiet new Royal Electric comes in 5 excit- 
ing two-tone “Royaltone” colors to brighten up 
your office and boost your typists’ morale. 


If you believe that typewriters should be seen 
but not heard, give a listen to your Royal Repre- 
sentative today. 


: ROYAL electric 


standard « portable ¢ Roytype® business supplies 


World’s Largest Manufacturer of Typewriters — Royal Typewriter Co., Division of Royal McBee Corp. 
For More Information Circle No. 276 
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How the Forms Industry 
Serves American Business 


R. S. DAUGHERTY 


President, Business Forms Institute. 
President, Shelby Salesbook Co., Shelby, Ohio. 


OST BUSINESSMEN are 


Op- 


timistie over the prospects for their 
companies in 1957. Costs of both 


will probably be 
will be keener. 
considerable 


and labor 
higher. Competition 
There will, doubtless, be 
resistance to price increases, and profit 
margins may be squeezed. Nevertheless, 
it is hoped that an increase in physical 
volume and greater efficiency will offset 
additional cost or loss of profit. 

The manufacturers of manifold bus- 
iness forms are in a position to help 
improve the efficiency of American bus- 
iness by producing modern and efficient 
forms for the control of men, money 
and materials. This applies to the rela 
tively simple, manually or handwritten 
forms, as well as complicated multipart 
styles for use in all of the many elec- 
tronic or mechanical business machines. 
Greater speed and efficiency, hence 
lower cost in handling the great volume 
of paperwork required in today’s bus- 
iness operations, can be developed 
through study of the style and kind of 
business forms best suited to a particular 
situation. 

For handwritten transactions, mani- 
fold business form manufacturers pro- 
duce salesbooks and autographic regis- 
ter forms. As many as five legible copies 
ean be produced, in a great variety of 
styles, sizes and colors and qualities of 
paper. These forms are least costly and 
permit on-the-spot recording of a trans- 
action. 

Unit sets are individual sets of forms 
with two to a dozen or more parts per 
set, interleaved with one-time carbon. 
They are among the most practical of 
all manifold forms for general use. Some 


material 
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are made for handwritten entries, some 
are used in typewriters, and still others 
designed for use in mechanical 
writing devices. Combining two or more 
separate forms which require separate 
operations and duplicate writing, can be 
a very practical development if unit 
sets are adopted. 

Continuous carbon interleaved, it 
either strip or fanfold style, is another 
style of one-time carbon stationery in a 
continuous strip. Maximum efficiency in 
the continuous writing of a large num- 
ber of the same kind of transactions is 
secured by the use cf this type of form. 

In addition to improved efficiency, re- 
duction of cost or greater profit, use of 
the best style of forms for each require- 
ment can be a factor in personnel re 
lations. Office workers desire the 
modern and up-to-date business 
available. Products of the specialized 
manifold business forms industry in- 
corporate features to which many of the 
eight million office workers in our 
country have grown accustomed. Many 
expect them to be available for their 
use, along with the latest in electronic 
devices for automation in the office. 

In these days of increasing shortages 
and high cost of qualified office person- 
nel, any means of improving speed and 
accuracy of handling office detail, more 
than justifies the cost involved. Proper 
business forms will assist in lowering 
the costs of office routine and paperwork. 
Output per office worker will be im- 
proved through the use of specially de- 
signed and specially manufactured, 
multicopy forms. 

Members of the Business Forms In- 
stitute, the trade association of the mani- 
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MULTIPLIER 


MULTIPLICAND 


ANSWER 


You get a triple-check on your answer 
with a Marchant! 


A Marchant is the only American-made 
calculator that gives you straight-line, 
three-dial positive proof that your answer 
is correct. 

At the end of a multiplication problem 
the number to be multiplied is in the 
Lower, or Keyboard Dials... the multi- 
plier is in the Upper Dials ... and the 
answer is in the Middle Dials. 

This three-dial proof in multiplication 
of both factors and the product is just 
one of the many accuracy controls built 
into every Marchant calculator. Whether 
it’s multiplication, division, subtraction, or 


addition—in any calculation—you get the 
same visible proof of all entries... and 
all results. 

Accuracy control, plus simplicity and 
ease of operation, are the big reasons why 
anyone in your office can operate a 
Marchant efficiently. 

Call in the local MARCHANT MAN. 
Have him show you how a Marchant— 
by turning out maximum figurework with 
minimum operator time and effort —can 
make an important contribution to the 
more efficient, more profitable operation 
of your business. 


(ae MARCHANT CALCULATORS, inc.. oaxtano 8, catirornia 
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Is your name on these 
best sellers? 


We have specialized for years in 


| CoLoRCOPY producing the finest possible duplicating 


G nt 
DUPLICATING SOLVE 


products that you can put your own 


name on with confidence. If we are not 
paooucts already supplying your duplicating 


needs, these popular items should make 


Distributed bY 


a good—and profitable—introduction. 





i 
i 


4 \F ‘tf 
+ RRCTO 
Colonial Spirit Duplicating Fluid: CLEANSING CREAM | 
Scientifically balanced and blended ze ta CONTAINS wr at 
of purest chemicals to produce the : 3 % " : 


maximum number of sharp brilliant 
copies on all spirit carbons regard- 


less of color. it can not rust or cor- 
rode duplicating machine tanks, 
pumps or metal parts nor harm rub- 
ber moistener, tubing or pressure 
rollers. Packaged in blue litho- 
graphed one galion cans, six to a 
carton, with one filling spout per 
carton. We imprint your private 
brand name on cans (minimum order 
one gross) at no extra cost other 
than the smali original cost of silk 
screen. 


For all your 
tailor-made 
requirements— 
let us help. 


Write today for details 


ASTER UNITS, SPIRIT CARBON 


Colonial Hecto Cleansers, 


Lotion and Cream types: 


are guaranteed to remove ani- 
line dye stains instantly and 
harmlessly from the hands 
Pleasantly scented, with lano- 
lin base, they leave skin soft 
and clean with no ‘‘after use” 
odor. Packaged in blue plastic 
containers, twelve to a carton, 
of one pound jars of cream 
type and 8 oz. squeeze bottles 
of lotion type. We imprint your 
private brand mame on the 
containers (minimum order one 
gross) at no extra cost other 
than the small original cost of 
the silk screen 


SELATIN CARBON AND RELATED DUPLICATING SUPPLIES OF SUPERIOR QUALITY 
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fold business forms industry, view 1957 
as the year of great opportunity for 
them to increase their service to Amer- 
ican business. The problems of the year 
will probably be best solved by a com- 


bination of several different factors. A 
study of the forms in use, and the in- 
stallation of the most modern styles of 
business form stationery for each specific 
kind of transaction, will be a factor. 


Secretaries See Education 
As Best Business Cure-All 


MARTHA ROSAMUND 


President, National Secretaries Assn. (International). 
Times Publishing Co., Spokane, Wash. 


O BE A GOOD THINKER, with- 

out being a good self-examiner, is 

the most difficult thing in the world. 
To face tomorrow with the thought of 
using the methods of yesterday, is to 
envision life at a standstill. Each one 
of us, no matter what our task, must 
search for new and better methods be- 
cause even that which we now do well 
must be done better tomorrow. 

Management hires personnel—the 
most expensive equipment in all creation, 
and the most complicated and sensitive. 
In some cases, these individuals per- 
form only at a small percentage of their 
full potential. Therefore, a self-examina- 
tion is in order to see how we can make 
them work better. with internal 
medicine. 

Skill alone is not sufficient. Job knowl- 
edge or skill is fundamental and essen- 
tial, but it will not by itself give us 
success. It is only about a 20% factor 
in our success or failure. So it must be 
true that if we help others grow they 
will in turn elevate all of us in business. 

The pulse beat of economic conditions 
and the efficacy of knowledge is more 
than a plus factor to the continued pro- 
gress of our business world. The rate at 
which this rise can be anticipated is 
based upon the intellect with which 
personnel and management, too, look 
at their future growth. 


In an expanding economy—an era of 
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automation—employers are asking for 
personnel who look alive, particularly 
through their own efforts! Certainly 
we know that the discriminating hiring 
eye can quickly diagnose the professional! 
applicant. For example, we know that 
business wants people with well ad- 
justed personalities, good judgment, a 
sense of pride in their work; who get 
along well with others, are loyal, self 
starters, who think creatively, who are 
honest and good citizens. Yes, we all 
know what business wants, and we also 
know what good secretaryship ean do to 
achieve these wants for business. 

Secretaryship is more important than 
ever in the demanding, expanding era 
of automation and electronics, where 
every need is for better trained, capable, 
alert employees. Good _ secretaryship 
benefits the individual. It benefits every 
one, particularly management! 

One of management’s major objectives 
has always been the promotion of a 
climate favorable to the growth of under- 
standing. Some people wonder if the use 
of electronic machines will not mean the 
loss of jobs for thousands of office per- 
sonnel. Not necessarily so! New products 
usually create new jobs. Reports on auto- 
mation are filling the business press. 
This makes it important that quality 
standards be kept high in accord with 
this expansion. Just as quality in a 
product is not always easy to achieve, 
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so is it with quality in performance. It 
takes determination, effort and eternal 
vigilance. Maintenance of quality 
standards necessitates vigiliance through 
out the company. It begins at the level 
of the executives who set company policy, 
but it ends with the employees them 
selves. 

For example, preparation and pub- 
lishing a business history has become a 
logical way of business life to help in 
doctrinate future management and per- 
sonnel, to remind staff members of the 
origin and reasons for policies of long 
standing, assist in public relations, assist 
students evaluate business philosophy 
and practices, and contribute to general 
knowledge by showing the impact of 
business and its policies in the area in 
which the business is located, as well as 
upon the nation. It is also a means of 
identification between staff and 
pany and an effective tool when intelli- 
gently employed. It is of direct assis- 
tance in the dissemination of factual 
information concerning the role of bus- 
iness in the development of history. 
Secretarial integrity and the stability 
of the profession, based upon its high 
standards, is syhonymous with such a 
business history. 


com- 


In a free economy, you have to sell 
to survive. But, in order to survive, you 
must watch your business health just as 
you watch your personal health! A bus- 
iness or profession is held back if it 


has a strabismal view of its target 
Management is the resident physician 
whose job it is to insure the healthy 
erowth of an organization which, in its 
complexity, is more like an anatomical 
organism than a mere mechanical 
system. 

Just as the average person suffers at 
one time or another from a number of 
minor ailments, rather than from 
disease, so does the management physi 
eian find in his patients a variety of 
minor ailments and derangements. He 
eannot successfully treat them all simul- 
taneously. Which should he try to cure 
first? The advice, of course, is to tackl 


one 
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the overall improvement in health that 
would be achieved by curing one or an- 
other among the specific ailments. The 
advice may be followed or rejected, but 
the physician gets the blame if the 
patient does not There wil 
be perfect organization just as seldom as 
there is perfect health, but exploratory 
research can guide the physician to 
wards the best treatment to bring th 
patient into a general state of well 
being. Just as the teacher must learn 
from the student, so does the physician 
from his patients. 


progress. 


Treatment can mean mutual respect 
and tolerance, a fair hearing for every 
viewpoint, free play for imagination and 
resourcefulness. Our age is ruled by 
concepts. The clear: whether 
free people, thinking and planning to- 
gether, can build a better life, a better 
business. This certainly cannot be be 
eause of a single mind, but because of 
the creative diagnostic minds of many- 
the physicians (management) and the 
patients (personnel). 


issue is 


Self-improvement and _ self-examina- 
tion, like self-preservation, are motiva- 
ting forces in our world of automation. 
The secretary is important to the bus- 
iness economy. She must be constantly 
alert to inerease her knowledge and 
broaden her perspective. This field is 
still crowded with employees whose abil- 
ities are limited to specialized mechanies, 
but there is a shortage of qualified 
secretarial personnel. 

The National Secretaries Association 
(International) is meeting the challenge 
by awakening more and more secretaries 
to the responsibilities of their positions 
—their place on the management team 
which they might rightfully earn through 
their own efforts. Our organization’s 
program is designed to increase secre 
tarial proficiency. We believe we have 
diagnosed our own ills, and now NSA 
members are mere aware of the need 
for self-examination and improvement 
because they hear it on every hand 
at their local chapter meetings, division 
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Omptometer 


Comptograph 202° 


figures faster than you think 
...and it’s easy to figure why! 


Combines More Fine Features 
Than Any Other 10-Key Machine! 


eas . HERE ARE JUST A FEW 
Prove See ; ~ =A e Exclusive automatic Visi-Balance 


Window aiways shows, ata gla e running 


Jebit or credit bala 


Comptograph “202” [i a= sa ere 


a west 


nterlocking keyboard 


on your own work, 


$ re a 


rrect entries 


Free! : ; Adjustable keyboard angle 


Portable...compact...modern styling 


Comptograph 202" adds and calculates at 202 cycles Single e total key aut i ally clears the 
ninute—it's fully a third faster! Comptograph's key- without inter- 
rd fits the hand instead of the hand fitting the ning strokes accuracy and 


board—the conveniently located, concentrated 


ntrol key area eliminates reaching for operating keys 


keys prevent “runaway 


TO BETTER BUSINESS 


Feit & Tarrant Mfq. Co 
724 Marshfield Ave., Chicago 22, Il. 


AY t ada 


COMPTOMETER—World s fastest way Comptometer COMMANDER 


to figure. Try it FREE on your 0 
your office, Use coupon 


free dictation. Lifetime cordi 
saves more than the r 
Try it FREE—use coupon 
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Records Management and 
How It Finally Came of Age 


A. A. DETER 


President, Assn. of Records Executives & Administrators. 
Records Administrator, Linde Air Products Co., New York. 


ECORDS MANAGEMENT has 

finally come of age. It is now 

recognized and accepted as an im- 
portant phase of overall management in 
both business and in government. It 
has, at last, risen above the inadequate 
and not too flattering title of “filing.” 

There is nothing wrong with the desig- 
nation “filing” when it is limited to its 
proper realm. However it is only one 
of the many functions of records man- 
agement—mainly the maintenance of a 
set of files, the mechanics of properly 
putting paperwork into files, protecting 
such reeords and producing them when 
they are required. It is not exactly 
what one young filing clerk called it 
when she informed her friends that she 
was custodian of the Corporate Papers. 

Application of the term “filing” too 
long has been loosely and incorrectly 
made in connection with the more im- 
portant records administration responsi- 
bilities which involve the control of 
records creation and use; establishment 
of records retention policies; methods of 
records preservation and destruction; 
and management of records transfer and 
storage centers. Filing, in turn, has 
suffered the unrealistic stigma placed on 
it by management through the old be- 
lief that if a person was incompetent in 
any other job, that person could always 
do filing. Is it any wonder that rec- 
ords management personnel wince when 
referred to, inadvertently or otherwise, 
as filists? 

What are the proofs that records 
management has come of age? They 
are numerous, nationwide, and include: 

1. Modern records programs already 
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established or under way in business and 
government. 

2. Formation of records consultant 
organizations and an increase in the 
number of free-lance records consultants 
and procedure engineers. Their work 
in itself has become a new type of busi- 
ness. 

3. Formation of associations dedicated 
to the promotion of high standards of 
records administration. 

4. Educational courses, general train- 
ing, and workshop facilities in colleges, 
schools and elsewhere available to all 
interested in advanced records manage 
ment science. 

5. The tremendous and still mounting 
volume of literature on records manage- 
ment. 

6. Extensive advertising programs of 
records equipment manufacturers, sup- 
pliers and records consultants. 

Impetus to the eventual recognition 
and acceptance of records management 
as an important responsibility in over- 
all management was given by the U. S. 
Government when it was compelled, 
during and after World War II, to seek 
relief from the confusion of the over- 
whelming wartime paperwork. The 
need for, appointment of, and recom 
mendations by the Hoover Commission 
in relation to government records cre- 
ation and retention shed the first real 
light on the darkness of inadequate 
records management. 


The Hoover Commission’s publicity 
aroused the first general interest of busi- 
ness to the serious problems involved 
in the failure of records management to 


keep pace with other progress. Sales 
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How XEROGRAPHY 


saves 3,000 man-hours per year 
for MEAD JOHNSON & COMPANY 


Mead Johnson & Company, Inc., Evans- 
ville, Indiana, nationally known man- 
ufacturer of more than 150 nutritional 
and pharmaceutical products, uses a large 
volume of paperwork to conduct its vast 
operations. This includes interoffice me- 
mos, marketing reports, sales reports, 
pages and changes for company operat- 
ing manual, library reading list for Re- 
search Department, laboratory report 
forms 


SPEEDS 
PAPERWORK 


16,000 offset paper 
masters a year 
prepared by 


XEROGRAPHY 


A paper master and 
20 copies now made 


in 4 MINUTES! 


Since XeroX® copying equipment was 
installed to prepare offset paper masters 
by xerography, Mead Johnson’s duplicat- 
ing activities have been speeded, errors 
have been virtually eliminated, and the 
company saved an estimated 3,000 man- 
hours a year 


WRITE for ‘‘proof of performance”’ folders show- 

ing how xerography is saving time and 
thousands of dollars for companies of all kinds, large 
and small. 


THE HALOID COMPANY FOR KIRG 
57-91X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


{ ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 
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WHEN WORK 
PILES UP IN 
YOUR OFFICE 
CALL 


MANPOWER, INC. 


FOR 
TEMPORARY 
HELP 
typists - stenos 
office workers 


Use our employees as long as you 
need them at low hourly rates. 


Write for FREE 28-Paqge Booklet 
cua eananar Geman on manpower, inc. 


TEMPORARY HELP." Home Office: 820.N. Plankinton Ave., Milwaukee 


Evanston Niagara Falls South Bend 
Albuquerque Fresno Oakland Springfield 
Allentown Grand Rapids Omaha Syracuse 
Atlanta Greensboro Paterson Tacoma 
B more Hammond Philodelr Toledo 
Boston Hartford ttsbur Tucson 
Bronx Houston > Washington, D. C 
Brooklyn Indianapolis Providence Watert 
Buffalo Jacksonville Ra Waukesha 
Charlotte Jersey City Richmond White Plains 
Chicago Kenosha Rochester Wichita 
Cincinnati Los Angeles Rockford Wilmington 
Cleveland Louisville St. Louis Worcester 
Columbus Manchester St. Paul Havana, Cuba 
Dallas Milwaukee Salt Lake City Johannesburg, S. A. 
Dayton Minneapolis San Diego London, England 
Denver Nework San Francisco Paris, France 
Des Moines New Haven San Jose Montreal, Canada 
Detroit New Orleans Seattle Toronto, Canada 
East St. Louis New York Sherman Oaks 
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promotional efforts of the consultant 
groups finally penetrated the inne 
sanctums of top management. The 
problems related to industry’s records 
administration were considered, for the 
first time, by the only persons in a po- 
sition to authorize remedial action. Once 
alerted, industry moved swiftly to cor- 
rect the faults. 

In some eases, records administrators 
‘ame from the ranks of the firm; others 
from government agencies that had al- 
ready cleaned house; and occasionally 
one was “pirated” from a consulting 
firm eailed in to survey and propose an 
effective records program. The last two 
methods assured the firm of thoroughly 
experienced or partly trained admin 
istrators immediately. Then there was 
more publicity from firms which de- 
stroved and earloads of 
Others boasted of policies limiting their 
personnel to a minimum of filing cabinet 
Larger concerns, although first 
advantage of, and get relief 
from, the new approach, no longer have 
any prior rights to better records pro 
vrams. Small firms saw the light be 
cause they have the same problems pro 
portionately and share the same bene- 
fits from modern methods. Keeping 
with industry now in up-to-date 


| 


tons reeords. 


space. 


to take 


pace 











records programs are state, county and 
municipal governments. 

A great deal of the credit for the 
erowth and progress that has been made 
in records management must be given 
to the consultants, procedure engineers 
and who first recognized a bad 
condition and an opportunity to profit 
from it. Out of the needs and sudden 
concern of business and government has 
come the formation of associations and 
other organizations to develop and ad 
vanee the knowledge of the records man 
The word 
IS not being used loosely. | be 
lieve sincerely that reeords administra 
tors.are rapidly approaching the tim 
when their work will be 
to be of professional] status. 

The and 
records management 
cated by the desire of 
sonnel to join 
meet others in the field and discuss prob 
lems, methods and objectives. The sue 
cess of our organization, the Associatio1 
of Records Executives & Administrators, 
is a testimonial to this fact. Reeords 
associations serve to provide continuing 
post-graduate education long after the 
learned. 


others 


agement profession. “profes 


sion” 


acknow ledved 


need to learn what 


desire 


involves is ind 


management pel 


records associations 


fundamentals have been 
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Automation Still Requires 
Personnel to Do the Job 


ELMER L. WINTER 


President, Manpower, Inc., Milwaukee. 


ESPITE THE RAPID growth and 

development of automation and 

electronics, it is important to con- 
stantly keep in mind that automation is 
not automatic! The amazing 
accuracy and labor-saving qualities of 
new “magic brain” machines has not 
eliminated the need for people to oper 
ate them efficiently. 

There is no denying that automation 
‘an foster a industrial revolu- 
tion—drastically changing the pattern 
of American life. However, the short- 
age of qualified personnel to man the 
intricate machine still a 
formidable impediment to broad scale 
mechanization of routine 
erations, 

Actually, there has been considerable 
confusion surrounding automation. The 
word, automation, is hard to define and 
even the experts have difficulty agree- 
ing on what they think it means. Most 
engineers concur that when machines 
do a man’s work it is mechanization. 
When they do his work and control 
their own operations at the same time, 
it is automation. 

Unfortunately, many of the popular 
national magazines and newspaper sup 
plements have added to the confusion 
by painting the erroneous picture of 
giant industrial plants and offices being 
run by mere button-pushers. The need 
for specially trained personnel cannot 
be overemphasized in appraising the 
automation situation. Much greater ef- 
fort nfust be put forth in the educa- 
tional field, if industry is to take ad- 
vantage of the powerful tools of auto- 
mation. Without well trained and com- 


speed, 


second 


systems is 


business op 
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giant “magic 
not be utilized 


petent personne l, the 
brains” will le idle or 
to their full capacity. 

Management is constantly asking, 
“How will we operate our equipment if 
our personnel is sick, on vacation, or 
unavailable to complete the work?” This 
has understandably posed a serious prob- 
lem in the electronies field, particularly 
in smaller and the difficulties 
are increased where a smaller number 
of persons are needed to operate the 
equipment. 


To meet the 


offices, 


absenteeism problems 
arising illness, vacations, 
many turning to temporary 
help bureaus such as ours when their 
automatic idle. Tem- 
porary help services have available part- 
time operators who, in effect, are 
“loaned” to companies to operate their 
equipment on a temporary basis. We 
find that many married women who 
work for us have had previous skills in 
the automation field prior to their mar- 
riage and are willing to work on a part- 
time basis during periods convenient to 
them. 

Temporary help service bureaus ean 
he of great assistance to management in 
alleviating automation’s personnel prob 
For example, a Chieago insur 
ance company’s accounting department 
was so swamped recently that a crew 

25 additional workers would have 
taken two months to eatch up. Added 
to the complications was a lack of office 
space, even if a requisition for 25 addi- 
tional IBM machines was approved. 
Manpower went to work at night, when 
the machines were normally unused, and 


rrom ete., 


firms are 


devices become 


iems. 
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sue ohnston 


No need to be versed in magic to 
make the figures fly. Every operator 
is a prestidigitator on the new 
Johnston 


Service is faster, too. Your dealer 
can knock it down to the racks in 20 
minutes and put it back together in 
40 minutes...hours faster than 
any other adding machine. 

Call your dealer for a demonstra- 
tion. While he’s giving you the facts 
on Johnston's separate-unit con 
struction and other unique features, 
get the feel of “the snappiest keys 
on earth."” You won't believe your 
finger tips! 

Manufactured in the U.S. Sold and 
serviced exclusively by Office Ma 
chine dealers. 


. = 


ADDING MACHINE CO. 


13343 Sherman Way, No. Hollywood, Calif 
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choose the 


CABINET CONSOLETT 


for functional beauty inside 
or out 





Keep machines and supplies 
handy anywhere in the office 
with the cabinet Consolett. A 
safe, compact, versatile work 
unit for duplicators, photo- 
copiers, postage meters and 
similar equipment. 


INSIDE —two full-size shelves 
provide storage for forms, rec- 
ords, supplies. 


OUTSIDE — style and design 
that blend with any office 
decor. Plus smooth, all-steel 
construction. Roomy 28” x 19” 
top. 


MATCHING STAND 


The Consolett gives planned uni- 
formity in any office. It combines 
the space-saving feature of an open 
stand with the privacy of a desk. In- 
stantly mobile at the touch of a toe. 
Write for prices and literature, 





Some 


STOLPER STEEL PRODUCTS CORP. | sty. Dx'estn 


ae Available 
318 Pilgrim Road e Menomonee Falls, Wisconsin 
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completed the job. 

In the past, many companies have 
maintained an extra group of workers 
just to take care of peakloads or sub- 
stitute for personnel on vacation or 
sick leave. These companies now find 
that higher salary scales make it pro- 
hibitive to keep extras on a regular 
basis. 

We are suffering today, in all phases 
of office personnel, from the low birth 
rate of the early thirties. Also, we find 
more women are 
going to college 
and marrying at 
an earlier age. 

This has created 
a tremendous 
shortage of office 
help throughout 
the country, and 
this shortage ex- 
ists in depart- 
ments using elee- 
tronic equipment. 

It has been pre- 

dicted that our 


cient people are required to operate th: 
electronic devices presently in use and 
the many new machines contemplated 
for the future. 

It will be up to management to think 
through the problems, not only, “How 
much paperwork can I eliminate?”, but, 
“Where will I find the operators to do 
the job?” There must be a balance of 
both equipment and personnel to do the 
most effective work where 
is involved. 


automation 





work force W ill 
not inerease in 
proportion to our 
population. Actu- 
ally, at the pres 
ent time, the work 
foree in the na- 
tion IS growling 
smaller in relation 
to the total popu- 
lation. It will be 
the responsibility 


























to a desk! 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


ot management to now in decorative green, blue, sand-tone, and 


brine about the 
best possible utili- 
zation of the peo- 
ple working. 
While automation 
partial 
answer, it is not 


offers a 


the complete an- 
swer 
trained 


well 
effi- 


sinee 
and 


g£ray ¢ olor s 
e sharpen pencils at desk—fast—no 
more sharpener searches 
® saves much more in time and effici- 
ency than actual cost in brief period 


e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp 
eners, Booklet N. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


BOSTON 
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The bible in its field... 


THE PUNCHED CARD 
ANNUAL OF 


MACHINE 
ACCOUNTING 


DATA 
PROCESSING 


The most complete presentation ever pub- 
lished on these subjects, In use by more 
than 10,000 companies. Consists of five vol- 
umes, more than one thousand pages packed 
with tried-and-proved data. 


Complete set, five volumes $37.50 
plus postage. 


Write today for Free 10 Day Examination 


THE 
PUNCHED CARD ANNUAL 


836 Maccabees Building, Detroit 2, Mich. 
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New simplified 
Withhoiding tables 
cat payroll work in half! 


NEW LAW effective Jan. |, 1957, makes all 


previous payroll withholding tables obsolete. 
These new tables are for use under the new 


law. Prepared by the Tax 
McKesson Robbins, Inc., these tables show 
income tax and social security deductions 
separately and combined. This eliminates arith- 
metic! One employer saved 500,000 book 
entries last year with similar tables. 


All Amounts—All Pay Periods Covered 


22 tables, spiral bound, in heavy covers. 
Size: 8'/2 x II inches. Price $2.95 per set; 
quantity discounts: 12 to 25 sets, 10%; 26 to 
100 sets, 15%; over 100 sets, 20%. 

Every office needs at least one 
ORDER NOW—Tear out this ad, indicate 
number of sets of tables wanted, and type- 
write your name and address in the margin. 
Mail with check to: The Journal of Taxation, 
Inc., 147 E. 50 St., New York 22. N.Y.C. add 
3% sales tax. ~& SATISFACTION GUARANTEED 

For More Information Circle No. 366 
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Records Management 


ntinued from page 149) 


From government, colleges, consultant 
groups and the associations have come 
the needed educational programs that 
have helped to bring records manaye- 
ment of age. The National Archives & 
Records Service joins with American 
University each year in presenting an 
institute of records management in 
Washington, D. C.; New York Univer- 
sity and National Records Management 
Council hold an annual conference on 
records management in New York; Ree- 
Control, Inec., conduct a seminar 
in Chicago, and others are held in 
Cleveland and elsewhere. American 
University, New York University and 
other universities and colleges, have 
regular courses in records management. 
Public and business school systems are 
starting to teach fundamentals. Scholar- 
ships are now extended to those quali- 
fying for this field of study. 

Try to read a magazine devoted to 
interests today without 
finding some reference to records man- 
agement. It is almost impossible. 
Newspapers are almost the same, and 
we must acknowledge the important part 
that records equipment manufacturers 
and suppliers have played. In endeav- 
oring to sell their goods and services, 
they have accomplished good and ren- 
dered service beyond their original in- 
tent 

Yes, records management has come 
Perhaps it will be stronger as 
a result of its slow development, be- 
cause the efforts of so many are now 
turned to developing the very best in 
records programs. Top management is 
now interested, involved in the problems, 
and is giving the go-ahead signal all 
down the line. Specialists in this field 
are being trained rapidly. Related mat- 
ters involving the creation of records, 
the use of forms, and a revolutionary 
approach to paperwork in general, is 
under way. 

This coming of age is fortunate be- 


ords 


management 


ot age. 
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YOU GET 
ALL THREE 
WITH... 


The QUALITY of precision work- 
manship in Photorapid’s ‘“Made- 
To-Last” construction .. . the only 
machine that combines all copying 
operations . . . makes sharp, clear 
jet-black copies in just seconds 
under any light conditions. 


The PERFORMANCE of Photo- 
rapid’s “Magic Eye” which copies 
anything your eye can see — one 
side or two side printed material, 
opaque originals, color, maps, ads, 
reports, letters, bills of lading .. . 
literally anything! And in addition 
Photorapid produces unlimited 
prints from its own transparencies 
using the Diazo system. 


QUALITY! 
PERFORMANCE! 
BEAUTY! 








The BEAUTY of Photorapid’s modern 
lines and modish colors which make 
this machine a welcome addition to the 
decor of any office. 


Let us prove that Photorapid is 

THE photocopying machine for you. 

Mail this coupon now for further 
information. 


PHOTOrapid of America, Inc. 

320 Broadway, New York 7, N. Y. 
Please send me more information on 
Photorapid. 

NAME__ , 

ee a 
Pa ee 
a OE EE 
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| You'll stop tab form troubles . ... 
when you buy from 
Hano’s complete line 


Hano’s new special Litho Tab 
presses and collating equipment 
are now producing the quality 
forms necessary for today’s high- 
speed form writing. See samples 
of better tab forms. 
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PHILIP 


REF 
me =" COMPANY, INC. 


LITHOGRAPHY MEANS ACCURACY. 

Only modern lithography gives critical 

spacing and controlled registration neces- 

sary for today’s Tab forms. Lithography, 

Main Office plus the latest photo-typesetting methods, 

and Factory, offers the ultimate in unrestricted form 
Holyoke, Mass. design. 


Branch Plant, CONTROLLED MANUFACTURING pre- 
Mt. Olive, Ill. vents interruption in form use. Hano 
Manifold papers eliminate the bugaboo of form usage 
Printers . . . Shrinkage and stretch. Specially for- 
Since 1888 mulated carbon papers insure maximum 
legibility and minimum smear. Users are 

assured of fast, uninterrupted feeding. 


CUSTOM FORMS, STANDARD TAB, 
IMPRINTS and 27 Stock Tab forms make 
sure you always have the right tab form... 
at the right time. Hano litho quality is 
today’s best answer to tab form problems. 


For More Information Circle No, 233 
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cause we are still in the manual stages 
of records management. We will be able 
to get our house in order in time for 
the approaching mechanical stages— 
film, tape and wire recording. What 
electronic data processing equipment 
and complicated information retrieval 
centers of the future will pose in the 
way of problems is anyone’s guess. It 
is unlikely that they will get out of hand. 
Too many are now dedicated to the study 
and equipment needs of records man- 
agement. 

We in the Association of Reeords Ex 
ecutives & Administrators are com- 
mitted to the further raising of stand- 
ards of all fields of records management. 
We are studying the old and new chal- 
enges confronting personnel. We hope 
to be able to provide a source of knowl- 
edge from which all can draw, through 
programs of research and study of ree- 
ords problems. We are endeavoring to 
advance the professional knowledge of 
our own members by sharing experiences. 
We have no acknowledged “experts” in 
our group but some of us know more 
about some things than others. We be- 
lieve that our combined efforts will help 
advance records management toward an 
accepted national professional standard. 


Education as Cure-All 


(Continued from page 144) 


meetings, regional and district confer- 
ences, annual conventions, workshops, 
clinies and study groups—and every 
time two or more members get together. 
To these workshops, clinics and study 
groups, all secretaries are invited for 
self-examination and self-improvement. 
Purposely, the standards have been set 
high, and a strong antidote prescribed 
to prevent unhealthful decline. This 
strong, curative antidote is education! 

In NSA we ask, “How can we im- 
prove ourselves so that we may do a 
better job and, thereby, merit further 
recognition and be of assistance to 
management?” We know we must ad- 
just easily, be well organized in both 
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m-8200 
with the 
luxury lorge seat 


creates 


a great clerical posture chair 


This is the peerless clerical posture chair, a triumph 
of METAL-LUX design and craftsmanship. Incorpo- 
rates MILWAUKEE'S exceptional posture comfort 
advantages coupled with an extra-large seat. Fea- 
tures a virtually indestructible all-steel frame and 
base, stainless steel scuff plates, a superior spring 
unit seat, cushioned hinged back rest, tilting back 
support, and velvet-silent service. Unquestionably 
the finest clerical posture chair available in metal 


Write for the complete profit details covering the 
METAL-LUX Model M-8200 Clerical Posture Chair 


MILWAUKEE METAL FURNITURE COMPANY 


101 WN. Compbell Ave., Chicege 12, Hilineis 
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Big Numbers 


boost 
efficiency 


FORCE 
Columbia ae 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—“How 
to Select a Numbering Machine.” 





Specify FORCE for the Finest 


WM. A. FORCE 


ZIG NICHOLS AVENUE, BROOKLYN 6, WN.Y. 


Bi More Information Circle No. 373 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 
for 
: Best Results 
Manufactured a Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 
Contact your Local Typewriter Dealer 











For More Information Circle No. 374 


our business and personal lives, plan 
well, and know what to place first. We 
must be alert, keep abreast of new de- 
velopments, new machines, new methods. 
We must build a reservoir of informa- 
tion. Along with the new trends of this 
century, the secretary can become one 
of the greatest non-mechanical wonders. 
There is no need to fear the outcast of 
the secretary because of electronics and 
utomation. No machine will ever develop 
understanding, eye goodwill, adapt 
its mood to that of the employer, greet 
callers, display bane interest, and SO 
on. We can be sure, the secretary is 
here to stay! But, it is up to her to pre- 
pare herself. 

If the secretary is shunning opportuh- 
ities, she should take the cure—the 
Certified Professional Secretary exam- 
ination. It isn’t a magie drug which will 
make all situations vanish. Actually, it 
may increase them; but it will result 
in a fresher, keener approach to the job. 
The nation is overcrowded with average 
secretaries who daily are drawn deeper 
into the quagmire of routine, whose con- 
ditioned reflexes violently oppose the 

suggestion of mental activity 
or lcintieaitey The Institute for Certi- 
fying Secretaries is the greatest singl 
contribution which NSA has offered, to 
all secretaries and to management, to 
end the intellectual recession of which 
we are all guilty. It has brought on a 
back-to-school movement, never before 
visualized. It has recognized the need 
for secretaries to appraise and increase 
their skills, techniques and _ general 
knowledge. It has developed a spark of 
resistance to our comfortable but stag- 
nant habit patterns and raised our 
hopes to broaden the horizons of the 
secretarial position. The institute, and 
NSA’s complete educational program, 
has even developed a strong interest in 
the field of liberal arts, another im- 
portant factor in the overall education 
of the professional secretary in today’s 
business world. 

Business and industry want a secre- 
tary to be professional in her attitudes. 
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* RAPID ADDERS 
- HAND OPERATED CALCULATORS 
~ SIMPLEX ELECTRIC CALCULATORS 


- DUPLEX ELECTRIC 
CALCULATORS 
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Duplex Electric Model 912 ED— (Iliustrated) 
features extra ‘Memory’ Register, 
Automatic Accumulation, Subtraction 

and ‘Full Cent’ but represents no 

greater investment than other 

ordinary single register machines, 


Pius Computing 


Machines, Inc. 


5 Beekman Street, New York 38, N. Y. 
Telephone REctor 2-0045 


Plus Computing Machines, Inc. 
5 Beekman St., N. Y. 38, N. Y. 


Without obligation: 
( Please arrange free demonstration in my office. 


[[] Please send complete literature on your line 
of PLUS equipment. 


Name. a 


a eR TT 


Address. 


Zone___ State. 





They need her original thinking, not her 
automation. The employer receives the 
dividends when his secretary learns 
more than her job requires. Although it 
gives personal satisfaction to the secre- 
tary herself, the employer benefits from 
persistent stimulus of research by his 
secretary and her continued learning to 
meet the needs of our changing times. 
Our standards exclude the little 
phrase, “I don’t have time,” because 
there is always time to learn. NSA’s 
educational program is a new wonder 
medicine for management, for the latter’s 
benefit and good health. Over 16,000 
members of NSA are dedicated to the 
recognition of secretaryship and its pro- 
fessional responsibilities. We cannot 
dwell in mediocrity if we are to bring 
management the ultimate in top-level 
secretaries, and encourage those coming 
into the field. To eure our ills (we hope 
permanently) we strongly believe that 
only through education, plus top-level 
secretaries, plus management, can con- 
sistent success be obtained and retained 


Automation Training 
(Continued from page 90) 


assist with the study and installation of 
electronic systems. Many accounting 
firms are providing this service and 
others are preparing themselves for such 
eventuality. Likewise, computer suppliers 
are doing a large part of this work. 
Moreover, many of the computer labora- 
tories at universities have staffs to as- 
sist the businessman. 

While it will be necessary, in many 
cases, to eall for outside help, I believe 
very firmly that it is imperative to have 
someone on the company’s own staff who 
has expert knowledge and command of 
the applications and the equipment. 

With the rapid development of the 
computer, field, training opportunities 
need to be provided in the form of adult 
education. A large part of those en- 
vaged in this work have been trained 
after they completed their formal edu- 
eation. This training is being accom- 
plished by company courses for their own 


1 roof J 
5 divisions 





quality + selection + economy 


There are no unknown quantities in this 


equation. By establishing 5 divisions UNDER ONE 
ROOF, we enable our customers, both dealers and users 
alike, to get top quality office machines—any make 
model—at a tremendous saving. It’s a solution 
that proves worthwhile, everytime 


The following are the 5 divisions available to you: (= 
4 


Addressograph 
Division 


Banking 
Division 


Adding and Calculating 
Machine Division 


Bookkeeping Duplicating 
Division Division 
Apply this time proven equation to your office machine problems today! CALL OR WRITE DEP'T 0 
INTERNATIONAL OFFICE APPLIANCES, INC. 
326 Broadway, New York 7, N. Y. HA 2-6700 + Cable: ADDBOOKAL 
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Plastic Chair Mat Matches Furnishings 


MASO-MAT .. . the most beauti- 
ful chair mat ever designed! 


Here at last is a chair mat 

to blend perfectly with furniture 
and carpeting in your modern 
office — to protect expensive rugs 
without detracting from office 
appearances. In the past the 
effect of beautiful design or ex- 
pensive furnishings was often 
marred by shabby or ill-matching 
mats. Today’s plastic Maso-Mat 
comes in four rich decorator 
colors — Walnut, Driftwood 
Gray, Mist Green, and Desert 
Sage (beige). The tough surface 
gives long wear while retaining 
its gloss and beauty, and is 
impervious to cigarettes, ink, 
water, etc. Plastic Maso-Mats 
won’t warp, won’t creep, won’t 
chip or peel, and come in 
secretarial and executive sizes. 
Fully guaranteed. 


FREE MINIATURE SAMPLES 


MASO 


STEEL PRODUCTS, 
53 W. <a 
Chicago 4, Ill. 














MASO STEEL PRODUCTS, INC. 
53 W. Jackson, Room 962, Chicago 4, Ill. 


Please send me FREE miniature samples and further inf 
mation on the new plastic Maso-Mat. 


NAME 


TITLE 


COMPANY 


ADDRESS eisitopiiit 


ia. | > ane 2 state) 
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“hs pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 


Press it on all of 
the type. Do not 
rub. 


. 


: $ 
witli i tie 


A 


Fold the putty 
upward to origi- 


\ \\y N nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to covse headaches 
or colds. 

To moke neat erasures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


é 
: 
s 

SS 


Retails for 50¢ each 
Dealers—write for sample and cost 


UE ie Oe Se ee ome Sk 
P.O. BOX 4644 
BALTIMORE 12,MARYLANO 
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staff, courses offered by computer sup- 
pliers, and those given by universities. 
The employer should provide ample 
training opportunities for his staff, and 
he should eneourage the universities to 
accept a key role. 

The place of universities in computer 
education and research should be central. 
Electronic mechanization represents a 
very broad development. In many of 
its applications, especially to business 
management decision problems, it will 
require new concepts, devices and meth- 
ods which, in turn, will be based on ad- 
vanced scientific knowledge. In the 


| field of business applications alone, it is 


very probable that fundamental 
changes of procedure, concept and me 
dium will be made. For instance, the 
fact that an electronic computer will 
not make more than one error to every 
10,000 human errors, or that it can re- 
trieve information in a small fraction 


| of a second, will no doubt have a far- 


reaching effect on basic accounting and 
auditing procedures. While many of 


| these adaptations to practical situations 
| will be worked out by those on the fir- 


ing line, I believe that the universities 


have a definite obligation in the con- 
| duict of research in new areas of utiliza- 
| tion. 


While industrial and supplier train- 
ing programs can do much to provide 


| technical manpower, the large task of 


“I'm starting the New Year 
with a clean desk.” 
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$995 


FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simp! 
plete a PLASTICO BINDING in minutes! 
yuarantee professional results. And these e 


ines cost so little they soon 


tems are all easily bound for a 


You'll be delighted with the way sleel 
BINDING enriches and n 
flat easily... pr 
ow T ! g 
PLASTICO BINDINGS " 


ent witt 


— 


PLASTIC BINDING CORPORATION 
Dept. O 732 Sherman St., Chicago, 5 Hilinois 


For More Information Circle No Please rush FREE MANUAL giving me full informaiion about 


the new PLASTICO Hand-Operated Punching ond Binding 
Units. 


PLASTIC BINDING CORPORATION (Iai ™— 


nding in America Firm 





732 Sherman St. 15 W. 24th St Oe ee ee eee ee. ee ee 
Chicago 5, Ill New York 10, N. Y i City 


Zone 


dhe ceaumantinntinaimiies 








upgrading the young in the fundamental 
knowledge and cultural modes is the his- 
toric mission of the and uni 
versities. If the universities should find 
themselves cast to the banks of the 
main stream of industrial and social 
life, to wither there, and if we were to 
allow these sources of new ideas and 
talents to dry up, we would be in a bad 
way. It is the duty of the businessman 
to encourage the universities in this 
role in a generous, whole-hearted man 
ner. 


schools 


British Offices 
ntinued from page 132 


scriptions from not only this country 
but also in the Commonwealth. 

First thoughts may suggest that this 
is utterly inadequate as an approach to 
automation. Naturally it is only a step 
but, before coming to final conclusions, 
it is as well to remember that the mo 
saic of industry in Great Britain is of 


different formation from that of the 
U.S.A. and British manufacturers of 
electronic equipment have approached 
the whole subject in a somewhat differ- 
ent way to that adopted in the U.S.A. 
In the U.K., the general industrial 
pattern is a large number of small firms 
and medium-sized organizations with 
only a sprinkling of major undertak- 
ings. For this reason electronic research 
has appeared to produce less sensational 
results than in America, having been 
aimed towards smoothing the way of 
progress from orthodox existing meth- 
ods to electronic methods with the mini- 
mum intermediate upheaval. The ten 
deney has been to reduce, not only in 
capacity but also in price, the electronic 
computing equipment capable of fan 
tastic mathematical calculations at phe- 
nomenal speed to ones smaller in all re- 
speets but far more suitable to present 
requirements of the majority. 
Development last year in the 
tronie field, which I have followed elose- 
ly, has been the collaboration of various 


elee- 


THE WORLD OF FIGURES AT YOUR FINGER TIPS 


fiamann 300 


a four-operation calculator with 


simplified keyboard 
touch-operation 
double-back transfer 


automatic division 


For further information folder No. 1404E 


De Fe We opiutscu: TELEPHONWERKE UND KABELINDUSTRIE 


AKTIENGESELLSCHAFT - BERLIN SO 36 (US-SECTOR) 


For More Information Circle No. 363 
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13 top-name (practical minded) ex- 
perts will give you proven ideas- 
ideas geared for immediate use to 
solve these high cost office 
problems: 
e High labor turnover 
e Hit and miss hiring practices 
e Ineffective training 
Low morale—low productivity 
Voluminous record systems 
Faulty communication 
Careless supervision 


The 15th Annual CHICAGO 
SEMINAR is co-sponsored by the 
Chicago Chapter of the National 
Office Management Association and 


HIGH? 


famous CHICAGO SEMINAR 


March 11 to 14, Conrad Hilton Hotel, Chicago 


Northwestern University, and is also 
held concurrently with the BUSINESS 
SHOW 


latest office equipment and electronic 


a gigantic display of all the 


office machines. 
@eeeeeeeaeeaceaeea eee eeee eee eeece 


Clip and mail to OMAC, Dept. O 
105 West Madison St.. Chicago 2, Il. 


I want to reduce office costs! 


Please send me details of the Chi- 


cago Seminar and Business Show. 
Vame 
{ddress 


City 


Company 


For More Information Circle No. 232 
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PLAIN OR PRINTED TO FIT YOUR SPECIAL NEEDS 


Smith 
PROJECTING SIGNALS 


Quality 


Size 


Service 


i 
Charles C. Smith, Inc. 
EXETER. NEBRASKA 








I 
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k 
New! PLANNING GUIDE 
The modern memo-organizer. $3% 
One of the 
daily 


Styied by a famous designer. 


practical 
developed! 


most 


reminders ever 


Handsome 71/4” x 614” x 1” loose-leaf 


binder, with scientifically planned 


memorandum, appointment & calen- 
dar pages that provide for daily & 
weekly organization of activities. Sat 
isfaction guaranteed or money back 
Postpaid when cash accompanies order. 
Dept. “ZZ-6,"" Wilson Memindex Co., 
149 Carter St., Rochester 21, N. Y. 
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tirms to introduce high speed, high ¢a- 
pacity electronic data processing systems 
for use in the office by which computer 
and conventional accounting records for 
local day-to-day action at all points of 
original entry can be produced simul- 
taneously by normal mechanical equip- 
ment. These systems may use as the in- 
put medium, modified accounting and 
adding machines, typewriters, cash reg- 
ete., but they insure that not 
only are electronic speeds provided at 
the processing stage, but also the highest 
possible mechanical speeds for normal 
recording purposes at the department, 
branch, depot or sub-office stage. 


isters, 


I will not elaborate on the systems 
from this stage onwards since it would 
amount to no more than delving into 
electronic methods, but the point I would 
make is that greater mechanization is 
going to be for some time part and 
parcel of electronification in the U.K. 
for the vast majority of those under- 
taking it. For this reason, a much wider 
knowledge of intermediate methods is 
required not only by those who may 
hope to achieve automation in the near 
future but also by those who are not 
quite so close to it and wish to know 
more of present mechanical systems to 
help them to greater general efficiency. 
In this I feel our manual serves a dual 
and vital purpose. 

To what extent we are behind the 
U.S.A. in our general advance towards 
automation I do not know, but by such 
methods we can and will, I feel sure, 
reduce the jump from the pen-and-ink 
office, if you will, to the fully automatic 
office of the future. So far I have dealt 
with only one aspect of my association’s 
general endeavour to assist all classes 
of office workers in keeping up to date 
with modern developments and trends, 
and not at all with the efforts of many 
of our individual member firms. 

My association places great store in 
the educational and selling value of ex- 
hibitions and our annual Business Effi- 
ciency Exhibition, which attracts buyers 
from all parts of the world, is aug- 
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mented with regional displays of a simi- 
lar kind on a miniature scale in as many 
of the major provincial towns in the 
country as possible. Apart from pro- 
viding salesmen, our member firms col- 
laborate by manning their stands with 
systems and technical experts whose 
knowledge is placed at the disposal of 
the executive and office employee alike. 
Of the importance and success of this 
method we have ample evidence. Indus- 
try wants to obtain optimum results and, 
from our own selfish point of view, it 
should be provided with equipment 
which will be so effective that it will 
create the appetite for more and better 
as this becomes available. It is to the 
advantage of the country and industry 
as a whole that this should be so. 

To insure continual and uninterrupted 
progress, especially when automation 
has become a phobia and a malady at 
whose doors it is too easy to lay so many 
industrial troubles, it should be empha- 
sized that the justification for consider- 
ing electronic equipment depends on ex- 
actly the same bases as the choice of 
any mechanization. It is not practicable 
nor economic to jump from outdated 
pen-and-ink methods directly into a 
Utopian state of automaticity. It must 
be done via gradual mechanization and 
that mechanization must fit in as an 
integral part of future improvement, 
no matter what form that takes. As a 
part of such an educational plan our 
member companies are playing an im- 
portant and, I believe, an enlightened 
part. 

June 17-27 we shall hold a major 
Business Efficiency Exhibition at Olym- 
pia for which already we have received 
a record number of entries from firms 
all over the country. We are in the un- 
fortunate position of having to scale 
down their space demands to fit in as 
many as possible. Here I hope we shall 
have the opportunity of welcoming as 
many readers of THE OFFICE as can 
eome, for apart from their custom we 
should weleome their opinions on this 
much debatable subject. 
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How To Get Things Done 
Better And Faster 





BOARDMASTER VISUAL CONTROL 


yy Gives Graphic Picture— Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

‘Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal Compact and Attractive. 

Over 100,000 in Use 


Full price $4950 with cards 


FREE| 24-PAGE BOOKLET NO, F-500 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street-® New York 36, N.Y. 


Traffic, Inventory, 





CromweELL Printery, Inc. 
ROTARY DEPT 
ALBANY 1, N. Y. 
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Tar u yoriiite 


10 EXCITING COLORS 


Sranite Gray, Oak Leaf Green, Sapphire Blue, 
Wine, Brown, Saddle Tan, Terra Cotta, Coral 
+, Apple Greer 


4The "EXECUTIVE" Arm Chair No. 2550 


sive. Brushed aluminum, satin smoott 
base. Tilt seat th adjustable tensior 
table heiaht. Swive 0a bearing caster 


$79.50 


Junior “EXECUTIVE" Chair 
Same as above but mad f stee 


2 as at 
cnetan f nur tr 
in 3a Of 4 Ve 


in 4 


: >» ord Sn ti«S59,98 


The "SALESMAN'S" 
Chair No. 2610 


R netr 


r um. No. 2626 


No, 2610 
$54.95 


The "SIDE" Chair 
Ee , g No. 2600 
7) No. 2810 5 : —_ nd comfortakle 
‘ . fe r CA pring TTON 
The "SECRETARY" No. 2810 : | padded seat, 16'/"' wide 
F 4] a 3 ; IS'% deep. $39.95 
A spring back, comfortable chair, e : Se BBE > ra 
aluminum frame. Thick foam rub- © § snes ° 2aG 60 
ber cushion, Adjustable seat Sra ysareerete 
height. One piece drawn base, No. 2616 
smooth rolling casters $39.95 





For More Information Circle No. 212 


rae) i STEEL EQUIPMENT CO., INC. 


415 Madison Avenue, New York 17, N.Y. 








All cabinets 
16"' deep 


COLE’S DELUXE LINE OF STEEL CARD CABINETS 


ONE DRAWER UNITS TWO DRAWER UNITS THREE DRAWER UNITS 
(1600 Card Capacity) (3200 Card Capacity) (4800 Card Capacity) 
Card Card Card 

Size Width Height Price ‘ i Width Height Price . Size Width Height Price 
3x5 5u" . 2x5 123 5Y%" +: 5 

5x8 

6x9 








COLE'S FAMOUS © Xo. 1004 $4.90 The "MODERN" File No. 990 
“AIR-FLO" FILES ite umeal iin nahin 


For those who can afford the best! 


An achievement in engineering skill and de 
sign. Heavy gauge steel. Consists of four 
letter size, ball-bearing suspension file drawers 
that glide smoothly at the mere touch of the 
fingertips, In olive green, Cole gray, mist’ J 
green or desert sand finish. Cole gray 
No. Wide High Deep Price No. 1090—Sam« 

Letter Size.. 1004 14%" 52\/4'" 285%%4'' $84.90 drawers instead o 
Legal Size.. 8004 1734'' 52/4"' 28%" $93.75 wide, 51/4" high, 


SEND FOR COLE'S LATEST CATALOG. 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 213 


COL STEEL EQUIPMENT CO., INC. 





415 Madison Avenue, New York 17, N.Y. 





{ 


MICROFILM CAMERA 

Remington Rand Div., Sperry Rand 
Corp., Room 1127, 315 Fourth Ave., New 
York 10, N. Y., announces the Film-a 
Record Model 11 duplex microfilm camera 
that photographs both sides of a docu- 
ment simultaneously at any of three re- 
duction ratios. This precision-built cam- 
era is compactly designed, yet incorpo- 
rates features of larger cameras. The unit 
has a 12” throat, and doubles 16 mm. film 
capacity by filming up one side and down 
the other principle. 


using the 8 mm. 


Readily interchangeable lenses are avail- 
able for 25 to 1, 35 to 1, and 42 to 1 
reduction ratios. At the 42 to 1 ratio, the 
Model 11 films a record-breaking number 
of documents per roll of film. Full operat 
ing controls, warning buzzer and indi- 
cator lights assure simple, error-free mic- 
rofilming with no special operator train- 
ing needed. Light intensity is adjustable 
via a single Colorstat control for proper 
recording of various types and colors of 
documents. Film capacity is 250 ft. of 
16 mm. film, which can be loaded in day- 
light. Automatic feeding equipment and 
document stacker is available for use 
with the Model 11. For More Information 
Circle No. 136. 


New Products 


PUNCHED TAPE FILE 


Shaw-Walker Co., 405 Lexington Ave., 
New York 17, N. Y., announces new ap- 
plications of vertical visible filing meth 
ods for punched paper tape. Several items 
have been developed for filing master 
paper tapes used in automatic processing. 


One such item will accommodate up to 
3 ft. of folded five channel, or 10 ft. of 
eight channel tape. An automatic signal 
indicates when tapes have been removed 
for processing. This increases the speed 
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with which the tapes can be returned to 
file. The tape holders are filed in stand- 
ard cross-file units with special insert 
drawers equipped with vertical visible 
wobble blocks. Wobble blocks support the 
holders making possible a workable V- 
opening for quick reference and refiling. 
Each holder is held in file by a locked 
round rod. If necessary, holders can be 
removed by a twisting action without re- 
moval of rod. Alternating pockets on 
left and right side of holders permit con- 
servation of file space, 18,000 holders 
with an average of four feet of tape can 
be housed in one cross-file unit, all tapes 
being immediately accessible to a seated 
operator. 

This same principle of filing tapes in 
self-expanding pockets has been applied 
to traveling requisition and inventory 
record cards. The same plan has also been 
applied to letter and legal size folders 
used to hold the by-product tapes used 
for invoicing or other subsequent opera- 
tions and to hold the paper related to 
the tape. A 5” x 8” visible top folder with 
a paper tape holder on the front flap is 
also available to file the tape with an 
exact copy of the information contained 
n the tape. The visible top permits the 
filing information on the paper to be seen 
so that folders do not have to be headed 
up separately. Several new items which 
ncorporate the vertical visible plan of 
filing have also been developed for the 
handling of edge-punched cards. For 
More Information Circle No. 135, 


OFFSET PLATES 

Azoplate Corp., Morris Ave. & Weaver 
St., Summit, N. J., 
trial offer for users of duplicator size 
plates in the new Enco Pacemaster series. 
For $1, Enco will mail four Pacemaster 
presensitized plates in sizes up to 10”x 
16”, In the package will be a certificate 
good for $1 toward the purchase of a 
standard package of Pacemaster plates 
after the user has had a chance to test 
the four sample plates. Special Enco de- 
veloper will be included in the package. 
Pacemaster plates are fast in exposure 


announces a special 
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and fast processing with only one solu- 
tion needed. They have a strong image, 
are scratch resistant and can be inter- 
changed while on the press with no ad 
justments necessary. Can be used with 
all standard fountain solutions and inks. 
Send $1 for trial offer together with com- 
plete information about press size and 
punching. For More Information Circle 
No. 147. 


TYPEWRITER 

R. C. Allen Business Machines, Inc., 
668 Front Ave., Grand Rapids 4, Mich., 
makes the R. C. Allen Color Keyed VisO 
Typewriter in different 
with three harmonizing trim 
colors giving 21 possible color combina 
tions. The new 800 line of VisOmatic 


matie seven 


colors 


['ypewriters has a keyboard shield which 
is not only decorative but 
with paint wear on the keyboard frame, 
and helps to keep the machine looking 
like new. No change in list price. Many 
new features are offered on the new line, 
which is available in numerous type 
styles, with from 11” to 26” carriages. 
For More Information Circie No. 113. 


does away 


BLACK SPIRIT CARBON 


Ditto, Ine., 6894 N. McCormick Road, 
Chicago 45, Ill., announces that black 
on-white copies can be produced on 
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liquid or spirit duplicators with Black 
Hi-Gloss non-staining black carbon which 
produces 100 and more clean-cut copies 
on any spirit duplicator using regula 
luplicator fluid. The carbon surface and 
edges are chemically sealed te prevent 
cloth: 


using 


smearing or smudging on hands, 
or paper. Preparation of 
the the 
ventional purple spirit 


masters 

same as for 
carbon. The 
bon is placed face up against « sheet of 
white paper, and the copy is typed, writ 
ten or the paper. 
the typebar, pen or pencil transfers thi 
carbon image in reverse on the back of 
the white the 
thin layer of this image is transferred 
to the 


mage 
] ape. 


new carbon 1s 


cor 


cal 


drawn on Pressure of 


sheet. On duplicator, a 


copy paper, forming a_ black 

Black Hi-Gloss is 
particularly for 
} 


systems wuere 


recon mender 
accounting and 
often 
cleanliness is i 


report S 


black copies are 


preferred, and where 
and 


) 
lable in 


ists operators. 

814,” x 11” 
81%,” x 14” sizes, in single carbon sheets 
or in Mastersets 
master pape! For 
Circle No. 121. 


portant to tyy 
1 


carbon is aval and 


(carbon plus white 
More Information 


PARTITIONS 
Products, Inc., 2417 
Rapids, Mich., 
priced Budgex which 
a sound-retarding core of acoustical 


flush 


GR 


Grand 


Kastern 8.1 
makes competi- 
tively Partitions 
have 
spun glass, baked 


surfaces and 


enamel finish. Made in three heights: 
12” flush, 42” plus 12” glass, and 42” plus 


24” glass; and in a variety of standard 
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lengths, in standard colors. Any Budgex 
partition can be sawed to desired length 
on the job. The variety of lengths allows 
the lineal foot. 
install and lock 


except a 


yrdering partitions by 
Partitions are easy to 
together without 


screwdriver 


any tools 
Rubber tipped legs quickly 
floors. Lllustrated lit 
contains all specifications. For 
au copy, Circle No, 174. 


1djust to uneven 


erature 


REPRODUCTION SYSTEM 


Adams 
the 105 
reproducing 


Keuffel & Esser Co., 300 
N. J 
Master system 
architectural 


drawings up to 36” 


St., 
Hoboken, 
Micro 


iarge 


»+ announces 
for 


and 


min 


enginecring 
x 54” or longer. Al 
offered to all for the first 
the process has been widely field 


The 105 mm, negatives (4” x 6” 


though now 


are large enough for identification by the 
naked eye, and reproduce all 
faithfully when the is enlarged 
back to original size. One negative takes 

36” x 54” 


details 
image 


drawing and multiple nega 


tives will produce 


a one-piece reproduc 
tion of any size drawing. The full-size 
reproduction, produced by projection on 
KX & EK Photact papers or cloth, are better 
in clarity and sharpness than original 
and equal to ink draw 
Micro-Master negatives also can be 
used economically to prepare offset plates 
without loss of detail. Enlarged copies 
plates can be made in any inter 
mediate size. Use of Micro-Master repro- 


ductions prevent wear on original plans 


peneil drawings, 


ngs. 


and 
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and eliminate the cost of replacing lost 
or damaged drawings. Revisions can be 
made on the 
which are originals. ’’ 
Negatives can be airmailed and enlarged 
on receipt. A OF x OY x 33" 
will hold 450 Miero-Master 


each in a transparent sleeve, in separate 


enlarged reproductions 


ealled ‘‘second 


file drawer 


negatives, 


file envelopes with all data on the out 
Eight 
pear on 
trated 


one subject. The fine grain negative film 


side. letter-size originals can ap 


one negative, such as an illus 


sport or all correspondence on 
comes in rolls and is cut after processing. 
Miero-Master being installed 
in cities throughout the U.S. and Canada. 
Equipment includes screen 
table-top viewers and 
tables. The process allows making per 


service is 


projectors, 
large viewing 
fect reproductions from soiled and dam 
aged originals, photographing two-sided 
tracings or other transparencies. For 
More Information Circle No. 111. 


LIGHTWEIGHT OFFSET PAPER 

Fletcher Paper Co., Dept. F, 20 N. Wack- 
er Drive, Chicago 6, Ill., offers a free 
sample kit of four lightweight papers 
designed specifically to solve offset dupli- 
eator problems. Consisting of two mani- 
folds and two bonds, these special papers 
are made from 100% bleached chemical 
wood pulp. Outstanding features include 
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LCR t 


FELIOHER 


Bogie 
wot 


se ol 


er ail 


titanium treatment to insure ex 


treme opacity, brilliant blue-whiteness and 


extra 


sparkling colors, and additional tub-siz 
ing for greater strength and rigidity even 
in lightest manifold weights. 
careful 


In addition, 


manufacturing procedures mini 
direction, the 


faetor in 


mize troublesome grain 


most important preventing 
paper curl. These lightweight papers have 
been developed to save postage and filing 
offset 


oO 3 
Pive 


and are so well suited to 
that 
troublefree 
Weights (17” x 22” 
9 Ib., 12 Ib., 16 Ib., 20 Ib. 
blue, buff, pink, 
goldenrod. Kor 
165. 


costs, 


duplication even manifolds 


smooth, press performance. 


500 sheets): 8 Ib., 
Colors: white, 
canary, and 


free samples, Circle No. 


green, 


CATALOG CASE 

Dept. E-1, 1401 W. 
Blvd., Chieago 7, Ill., has introduced the 
Klat-Top their 


Stebeo, Jackson 


catalog case to line of 





Tufide Business Cases. Its box-type con 
struction greater capacity yet, 
its more even distribution of 
weight, it is easier to carry. Lid flops 
open and stays open for greater accessi- 


gives 1t 


because of 


bility to the inside and to permit use of 
both hands for User gets a full 
view of the contents at a glance. The 
Flat-Top has rigid 
bulge or get out of shape. It looks 
better, lasts longer. Rigid sides make it 
lock closed. Stebeco’ 
molded hardened ny 
lon edge protects the edges from scuf- 
fing, fraying, breaking or other damage. 
The case looks and feels like leather, ye 
outwears leather five to one. Won’t chip, 
scratch, scuff or stain, and manufacturer 
unconditionally guarantees Tufide five 
years. Comes in London tan and British 
brown: 16” x 11” x 61%” at $22 and 18” 
x 12” x 7%)” at $24.50. Available with 
inside modifications to meet special needs. 
For More Information Circle No. 133, 


work. 


rufide Case sides; 


won’t 


easier to press the 


patented Lifetime 


AUTOMATIC TYPING UNIT 

Royal McBee Corp., Port Chester, 
N. Y., announces the Model 330 Robo 
matic, latest development in its Robo 


typer product line, which types letters ir 
volume 


automatically and permits auto 


atic duplication by a secondary electr 


174 


typewriter of the operator’s individual 
typing on the control unit. This exclu- 
sive feature allows the unit to be oper 
ated either from the record roll or from 
the keyboard, at discretion of the oper 
While the operator addresses let 
ters at the keyboard of the control unit, 
typewriter will auto 
matically duplicate the addresses on the 
Since letterheads are on a 
roll, with perforations be- 
tween, and envelopes are lightly gummed 
to a continuous roll, the whole 
procedure is automatic, with the typist 
never leaving her keyboard. The Robo- 
matie can also handle a variety of typ 
ing problems which require creation of 
original records with duplicate informa 
tion. The basic Robomatic operates two 
Royal electric typewriters, but as many 
additional typewriters as desired can be 
operated from the basic record roll. Each 
typewriter, operating at 135 w.p.m., can 
produce at least 140 letters a day. For 
More Information Circle No. 153. 


ator. 


a second electric 
eny elopes. 


continuing 


similar 


PROCESS CAMERA 
Consolidated International Equipment 
& Supply Co., 1112 N. Homan Ave., 


Chicago 51, Ill., makes an 18” x 22” 


Process Darkroom Camera for color and 
black-and-white. This one camera will 
reduce and enlarge copy for offset nega- 

THI 
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‘ 


tives, halftone and line negatives, make 
jumbo photo prints and photocopies, color 
blow-ups, etc. Operations are simplified 
and positive for maximum production and 
highest quality work with less effort. 
This camera is low priced for its size and 
versatility. [llustrated literature describ 
ing its operation and applications is 
available. For a copy, Circle No. 170. 


BANK BOOKKEEPING MACHINE 

National Cash Register Co., Dayton 9, 
Ohio, announces the release for sale of 
ts Post-tronic electronic bank bookkeep 
ing machine which 


prepares simultane 


ously the depositor’s statement and the 
bank’s records with accuracy and speed. 


time re 
Many 
reposting or other proving operations, as 
required under traditional systems, are 
unnecessary. Sy 


It can reduce up to 50% the 


quired for a single posting run. 


eliminating several 
manual operations, the machine frees its 
operator from fatiguing detail work and 
Ma- 


chine has a series of reading and record 


simplifies training new employees. 


ing heads to decipher or record invisible 
magnetic patterns on conventional forms. 
\s forms are inserted into a slot, all data 
magnetically on the form is 
noted by the machine, including the de- 
positor’s old balance. As operator enters 
on machine’s keyboard all checks drawn 


recorded 
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on the account and all deposits made, ma 
chine automatically computes depositor’s 
new balance, erases magnetically stored 
old balance and replaces it with the new 
balance, simultaneously printing informa 
tion on three different The entire 
operation is performed in seconds. Ma 
that 
proper depositor’s statement was selected 


forms. 


chine also verifies electronically 


for posting; it remembers and verifies 
checks that 


an account; automatically 


quantity of were written 


against aligns 
the bookkeeping form to the next prope! 
posting line, 
account is overdrawn. 


and notifies the operator if 
300kkeeping forms 
identical to 
those prepared on conventional machines 


posted by machine appear 
except for special coatings on the bac! 
for magnetic symbols. There is never any 
need to translate electronic ‘‘language’ 
This fast random 
account. The Post-Tronic 
tively field-tested under 


allows access to 


any 
was exhaus 
actual bank op 
erating conditions. Deliveries from pro 
duction are scheduled for the latter part 
of the year. For More Information Circle 


No, 143. 


PLASTIC BINDING MACHINE 

Cummins-Chicago Corp., 4740 N. Ra 
Ave., Chicago 40, Ill., an 
nounces a portable plastic binding ma- 
chine for use with Cummins plastic bind 
ing. It is called the Semi-Automatic 


venswood 


Speed Binder because 
that speed up the 
causes the plastic binding element to b 
held firmly in position 
entire length while 


of two features 
binding process. On 


throughout 
retaining hooks en 


gage the plastic rings. This insures th 
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positive engagement of ring in 
hook The 
other feature is the automatic closing of 
the binding element, effected by the nat 
ural follow-through of the motion of in 
through the punched 
holes. The Speed Binder enables any un 
skilled operator to develop a rhythmic 
sequence of motions that will produce 175 
to 200 bound booklets per hour. The 
Semi-Automatic Speed Binder is 16” x 
17” and less than 5” high. In addition to 
being completely 


every 


every under all conditions. 


serting the rings 


portable, for use any 
office, its styling 
and two-tone copper finish matches other 
A Dial Set 
opening the 


where in the modern 


office equipment. control as 


sures plastic binding ele 
ment to the proper dimension every time. 
A convenient storage tray for plastic 


binding elements reduces operator’s 
movements and facilitates binding speed. 
Plastic ring insertion is made easier with 
spreading fingers that move away from 
the operator and give a clear view of the 
work. As the booklet is placed on the 
rings and brought toward the operator, 
her hands automatically close the bind 
ing, without releasing the booklet from 
either hand, completing the binding op 
eration in one smooth movement. Every 
operation is within easy reach. Machine’s 
open ends permit binding material longer 
than 12” by multiple operation. The Semi 
Automatic Speed Binder combined with 
Cummins manual or Desk-A-Electric 
punch form a unit for punching and 
binding any kind of loose sheets quickly, 
efficiently and economically with wun 
skiiled The Speed Binder works 
with all Cummins plastic binding diam 
eters from 3/16” to 114%”. For More In 
formation Circle No. 138. 


help. 


INPUT-OUTPUT TYPEWRITER 

Electric Typewriter Div., International 
3usiness Machines Corp., 590 Madison 
Ave., New York 22, N. Y., has developed 
an electric typewriter for use as an input 
and output device in data processing. It 
automatically types at a rate of 120 


words a minute or approximately twice 


as fast as the average typist. It can be 


with 


measuring 


used in conjunction 


with 


computers as 


well as and recording 


instruments, scales and meters in appli- 
testing, liquid 
production con 
trol, wind tunnel research and others, to 
provide a visual record. The input-output 
typewriter is 


cations such as 


flow 


engine 


through pipelines, 


operated by a series of 


eleetromagnets and solenoids, mounted 
beneath the keyboard, which act as re 
ceivers of signals transmitted from the 


controlling device or computer and auto 
matically actuate keyboard functions of 
the typewriter, including carriage return, 
spacing, tabulation, ribbon color contro! 
and others. When used for input, elec 
trical impulses are transmitted from the 
typewriter by merely depressing a key. 
It is approximately the same size as a 
standard IBM typewriter 
may be used for general office procedure. 
Available with lengths up to 
”", priced from $740. For More Infor 
mation Circle No. 106. 


electric and 
carriage 
st) 


PAYROLL DEDUCTION TABLES 

Journal of Taxation, 147 East 50th St., 
New York 22, N. Y., has produced a 
spiral bound book of Payroll Withholding 
Tax Tables, prepared by the tax depart- 
ment of McKesson Robbins, Inc., which 
reduced their payroll work by half. The 
payroll clerk simply looks up the amount 
of wages, reads the combined deduction 
for both social security and federal in- 
come tax, and subtracts this total figure. 
(Income tax is also shown separately.) 
All figures are for the new rates and 
there are tables for daily, weekly, bi- 
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) REX-ROTARY M4 


Mimeograph 


is always clean, can never teak. Works 
like a printing press, produces printing 
press quality—yet sells at half the price of 
other electric mimeographs. 


M-4 Electric $295. +FET 


M-4 Hand $220. +FET 


-——~ No Dirty Hands 


™“ 


Acturate Registration Ya / 


‘ 
\ 


Automatic inking 


/3-Minute Color Change 
/ Printing Area 8" x 14" 
Automatic Counter 
Printing Press Quality 


Electric and Hand Operated 


Guaranteed 1 Year 


BOHN DUPLICATOR CORPORATION 444 4th Ave., New York 16, N. Y. 
Please send complete information on the revolutionary new BDC Rex-Rotary M-4 


(| Rae cee = ___Company.- 





Address hat SS ES S .  eo 


For More Information Circle No. 200 
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weekly, semi-monthly, monthly and mis 
cellaneous pay periods. Single copies of 
this set of tables are $2.95 each. Dis- 
counts for quantities are 12-25 sets, 10% 

26-100 sets, 159%; over 100 sets, 20%. For 
More Information Circle No. 164. 


CALCULATOR 

Deutsche Telephonwerke & Kabelindus- 
trie AG, Berlin SO 36, U. S. Sector, Ger- 
many, makes the improved Hamann 300 
ten-key calculator designed for touch op- 
eration with the left hand. This machine 
allows automatic transfer of figures be- 
tween all registers so that the result of 
one problem can be used in the next 
problem without it being reset. Capacity 
is 9x8x16 columns and machine does auto- 
matic positive or negative multiplication, and independently. The last value re- 
and automatic positive or negative divi- mains in the machine for further use if 
sion. A new dividend can be entered on desired. Machine clears automatically 
the keyboard while machine is still di- when new figures are entered. The 
viding. Its simplified keyboard allows Hamann 300 has a universal motor for 
adding and subtracting as fast as on an operation on 110-240-volt DC and 40-60 
adding machine. Two rows of figures can cycle AC. For More Information Circle 
be added or subtracted simultaneously No. 149. 


sion cons DUPLI-TYPER 


Increase Production 
Reduce Costs 

Adaptable to all Machines 
Make INKED Copies 
Eliminate Carbon Paper 
Low Cost 





and 
4 Duplicates “RX 
with 


INKED ; For Many Years 
RIBBONS 


Thousands In Use 


2. For Bookkeeping Machines 


PAYROLLS, JOURNALS, LEDGER 

AND STATEMENTS, ETC. 
Make INKED Non-Smudging copies 
COMPLETE VISIBILITY of entries 
Eliminate Carbon Collation 
Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 











For More Information Circle No. 315 
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MAGNIFICENT 
NEW 


Victor __ 


DESK STAPLER 
SENECA RED ORIENTAL IVORY FROST GRAY cO LO i> 
JAMAICA TAN CHROME MIST GREEN 
GOLD EXECUTIVE NOW IN in 
» 5 sparkling colors plus gold and chrome MANUFACTURED BY THE 
* New, low silhouette, streamline beauty WORLD'S LARGEST PRODUCER 
® Easy, comfortable, fast, short stroke OF PAPER FASTENING DEVICES 


action 
* Precision-sure performance ... will not 
clog 
Simple to load, visible load indicator 
Takes full 210 strip standard staple 
* An amazing physical value plus ultra- 
fast action, superb beauty and un- 
equalled performance 


VAIL MFG. CO. 


900 E. 95th Street ¢ Chicago 19, Illinois 





VAIL MFG. CO. 


900 E. 95th Street 
Chicago 19, Illinois 


Please send complete descriptive literature, < 
name of nearest dealer. 


For More Information Circle No. 352 





enalax 


THE ELECTRONIC COPIER 


is ONE machine 
that solves THREE 


office problems! 
prepares 
offset paper plates 
cuts 
mimeograph stencils 
makes 
single positive copies 


Push button simplicity requires no skill in its 
operation—operates and shuts off automatically. 


FAST—LOW COST-— ACCURATE 
TIMES FACSIMILE CORPORATION 


STENAFAX DIVISION, Dept. 01 
540 West 58th Street, N. Y. 19 


Please send STENAFAX brochure to 
Name 


Address... 
City & State 


ELECTRONIC FILE 


ElectroData Division of Burroughs, 460 
| Sierra Madre Villa, Pasadena, Calif., 
makes the Datafile which, when used with 
a Datatron electronic computer, supplies 
ten times the maximum file capacity of 
data equipment. It permits 
volume-handling of all business records. 
Each Datafile stores 20 million characters 


processing 


in a single memory unit the size of an 
Up to ten Data 
files integrated into com 
puter to stretch its to 
200 million characters. Any given rec 
ord can be automatically sorted-out, proc 
essed and refiled in seconds. Fifty 250 


ordinary deep-freeze. 
be 


system 


can one 


memory 


foot tapes in each unit magnetically store 
records. Information is calibrated 
addressable blocks of 200 characters each. 


into 


The 


bins, 


housed in 


backward 


tapes, static-free metal 
or forward over 
guide-rods at 60” a second. At a single 
from the computer, 
twin read-write heads are propelled be 
neath the tapes and stop at the desig 
nated position to read or write 1 to 100 
blocks of information, at the rate of 
46 milliseconds per block. The computer 
| automatically processes the records se 
| lected and restores them to their previous 
| locations. Tape capacity is doubled 
through the use of two parallel lanes of 
six information channels each, interlaced 
| across the tape’s width. This offers flexi 
bility for organizing records within a 
| single unit—serially, in parallel or at 
| random. Tapes can be written-on repeti- 


move 


program command 
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Now! Do 90% of your office copying with the 
THERMO-FAX “‘Secretary’’ Copying Machine. 


Exclusive All-Electric process is entirely dry 
eliminates all chemicals, negatives. You copy original 
material right when you need those copies most for 
as little as 4%¢ per copy. Send for details now. 


Thertiio-Fax 


BRAND 


Copying Products 


The terms THERMO-FAX and SECRETARY are trade- 
marks of Minnesota Mining & Mfg. Co., St. Paul 6, 
Minn. General Export: 99 Park Avenue, New York 16, 
N.Y. In Canada: P. O. Box 757, London, Ontario. 





Minnesota Mining & Manufacturing Company 

Dept. ES-17, St. Paul 6, Minnesota 

Send complete details on the time-saving, money-saving THERMO-FAX 
Copying Machine. 


Name 





Company 
Address___ 














For More Information Circle No. 
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, KRAFT 
| OPEN END 
ENVELOPES 


_——E 
OPEN END GUMMED FLAP 


SIZE 5M 10M | | 100M 
6x9 7.95| 7.10 | | 5.90 
PPA ied ett Bd coca : 
6%x9% | 8.50) 7.55 | 6. 0} 6. 6.30 


; 4 
7x10 10.60 | 9.40 B5 | | 8. 7.85 


7% x 10% 


11.90 | 10.55 


° 
6% x 11% 11.10 | 10.65 | 10.35 | 10.00 | 9.75 


13.30 | 11.85 


9x12 13.75 | 12.20 19.45 | 11.00 10.70 | 10.30 | 10.20 


94x 12% 


10 x 13 


15.25 | 13.55 12.70 | 12.20 11.85 | 11.45 | 11.30 


13.55 | 13 


16.25 | 14.45 | 12.65 | 12.20 | 12.05 


| 1640 | 15:95 | 1550 | 1495 1475 
Se eg pom em 
19.25 | 18.50 | 18.00 | 17.35 | 17.11 


11% x 14% | 19.95 | 17.70 
12 x 15% | 
a 28 : ae 
CLASP & GUMMED 


23.10 | 20.55 


SIZE 10 ? 25m | 

6x9  |11.25! 10.00 | 975| @40| 8.30 
| | _ = t— 
6%x% |11.80/| 10.50) 9.85 | 9.20) 885) 875 


——-+ 


12.10 | 11.35 | 10.90 | 10.60 
11.80 | 11.45 | 


7x10 |13.60 10.20 | 10.10 


7% x 10% 11475 13.10 | 12.25 11.05 | 10.90 


8% x 11% (16.25) 14.45 | 13.55 


9x12 [16.70 


13.00 | 12.65 | 12.20 12.05 


+ 


14.84 | 13.95 | 13.35 | 13.00 | 12.55) 12.40 


9% x12% |18.15| 16.10! 15.10| 14.50] 14.10! 13.60| 13.45 
10x13 |19.30| 17.15 | 16.05 | 15.45] 15.00 


19.25 | 18.75 


14.45 | 14.30 


11%x 14% [24.10 ) 21.40) 20.05 18.05 | 17.85 


12x 15% |25.80 | 22.95 | 21.50) 20.65 | 20.05 19.35) 19.10 


PRINTING PRICE FER 1000 ENVELOPES 


Printed Corner Card, 3 Lines of Type, Black Ink, 
From Our Standard Type: 
SIZE 5M 10M {5M 20M 25M 50M 100M 


6 x9 
6/2 x 9 2.50 2.25 1.65 1.35 1.15 .90 .75 
7x10 
_7Y2 x 102 _ 
83%, x 11% 
9x12 
92 x 12Y2 _ 


~ 10x 13 
11> x 14% 
12 x 15% 


Bulk packed. All prices net, F.0.B. N.Y.C. 


Envelope and Paper Corporation 


480 CANAL ST., NEW YORK 13, N, Y. 
Telephone WOrth 6-2886 
Ask for Prices & Samples on ANY Envelope 


For More Information Circle No. 356 


-? 
f 2.80 2.50 1.80 1.50 1.30 1.00 .90 


} 3.15 2.80 2.30 1.90 1.65 1.20 1.00 
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tively for spot-updating of information. 
Records are stored in Datafile in the same 
decimal form as used with the Datatron 
computer. A built-in checking code and 
automatic editing process precludes tran- 
sient errors, such as those caused by dust 
particles. Perforations at the end of each 
tape actuate a switeh , which 
automatically stops the tape to prevent 
loss of information due to tape run-out. 
Datafile can “search its tapes inde- 
pendently, leaving the computer free for 
other processing. Orders have been re- 
ceived for over 50 Datafile systems and 
production is 15 units per month. For 
More Information Circle No. 146. 


vacuum 


COMPASS-ELLIPSOGRAPH 

Engineering Sales Co., Box 85, 
Calif., has developed the Aero 
Compass and Ellipsograph. As a 
logical adaptation of the traditional two 
legged compass to the simpler beam com- 
pass, the instrument also is easily con 


Aero 
Azusa, 
Beam 


a 


verted to an ellipsograph which draws 
ellipses with any radii from 7/16” to 
12”, and to any degree from 10° to 65° 
without the limitations of ordinary 
French curves. As a simple beam com- 
pass, the principal components are two 


aluminum blocks which move freely 
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the new Hlcan Write 


100% STATIC FREE Stencil 


CLIP THIS COUPON — ORDER YOURS TODAY 


FRANKEL MANUFACTURING co. 


285 Rio Grande Bivd. 1 23, Colorado. - 


For More Information Circle No. 230 


Tue Orrice—January, 1957 





Shean -Acttow 


CORNER ROUNDERS 


Prices include 
one plug-in 
cutting unit. 


| along the length of the beam. One block 
holds a pivot pin, the other a lead point. 
Adjustment is provided for circles up to 
24” diameter. The new compass will not 
tip over in use and can be manipulated 
with one hand. The beam compass con- 
verts to an ellipsograph merely by 
changing points and adding a third block. 
All parts are provided and entirely fab- 
ricated from polished aluminum for long 
service. Priced at $3.95. For More Infor- 
mation Circle No. 103. 


SPIRIT MASTER TYPEWRITER 











ADVANTAGES: 
1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 
of knives to 
head. 


5. Change cut- 
ting unit in 3 
seconds. 


6. No replace- 
ment of cutting 
blocks. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 





For More Information Circle No. 334 
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Addo Machine Co., 145 West 57th St., 
New York 19, N. Y., announces the Ad 
ler Spirityper, designed for typing spirit 
masters. Equipped with a spirit carbon 
ribbon attachment, the Spirityper elimi 
nates waste of unused portions of spirit 
carbon paper. The typist uses only an 
amount of carbon ribbon corresponding 








exactly to the number and length of lines 
typed. When, in typing a letter of av 
erage size, an 814” by 11” spirit carbon 


paper would be required, the Spirityper 
only requires the amount of carbon rib 
bon equivalent to a 5” by 6” area, a sav- 
ing of over 65%. The percentage of sav- 
ing is the same with a memo size spirit 
master, typing only 10 lines. Forms do not 
have to be attached to a special carbon, 
so storage and handling of pre-printed 
forms is easy and clean. For More In- 
formation Circle No, 145. 


THE Orrice—January, 1957 








TO FIND RIGHT AWAY 








LABEL HOLDER 





Simple to affix. Just moisten gummed 
flange and apply to page. Fabricated of 
tough Acetate plastic that keeps label clean 
and legible always. Available in 8 trans- 
parent colors. BIND-X is the easy, inex- 
pensive Post Binder labeling system that 
saves reference time — saves money. Used 
by accountants, comptrollers, foremen, etc. 
A necessity wherever Post Binders are used. 

Made in 6” strips and 4", 4” and 1” 
widths, BIND-X may be cut to desired 
lengths. Ample blank cardboard inserts 
with each 6” strip. 











At your stationer or write for folder 


CEL-U-UEX LURFURATIUN 


1 MAIN ST., BROOKLYN 1 














For More Information Circle No. 312 
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lots of sorters +++ | 
but only ON E fay 
johlhaas \ 


VERT-A-SORT 


foe 
d 
LES 


. . . the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


... made in a variety 
of sizes, all of which 
can be indexed to suit 
your needs. 
Built for years of 
efficient usel 


vay ali 
ieee a SRT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 

and mail to: 

THE COMPANY 
_ CHICAGO AVE. 

were a0 17, ILLINOIS 


For More Information Circle No. 357 


FOLDING 
CHAIRS 


Preferred by churches, 
schodls, auditoriums... for beauty, 
comfort, strength, economy. Wide 
range of styles. Write for money- 
saving literature. 


Bins 


J.& J. TOOL & MACHINE 
9505 S. PRAIRIE AVENUE, CHICAGO 28, ILL. 


COMPANY 
For More Information Circle No. 358 


CONTINUOUS 
TABULATING CHECKS 
Perfelope Mfg. Co., 112 Academy 5t., 
Newark, Dela., makes Perfelope Contin 
ous Tab Card Checks which eliminate 
reconcilement. The 
numbered 


hand 
checks are 


sorting for 
pre-punched and 





cxernere ere co senses om StueTVaneS 20VICS 


fre es re re caren 
f ~ PERFELOPE, M CTURING CO. 
. ¥ on 
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Sele one 


9@37°777%7 999 


ae eS eee 


ee 





? 























for machine sorting, and come attached 
to marginally punched, continuous, car 
bon-interleaved forms so that forms and 
checks can be written by 


automatic 


manual or 
machines in one operation. 
reconcilement servic 
for tab ecard checks. For more informa 
tion and sample, Circle No, 126. 


Janks also offer 


IMPRINTER 
Foree Western, Inec., 434 S. Wabash 
Ave., Chicago 5, Ill, announces the Roll 


Boy multicolor imprinter which gives 


over 1000 impressions on any porous 
surface without reinking. It makes up to 
four-line imprints in one, two or three 


colors (black, red, blue, green and violet 


For More Information Circle No. 175—> 





Let us tell you why 
we make filing and finding of 
correspondence easy! 


ey 


SIMPLE 
TO 

LEARN 
EASY 

TO 
OPERATE 
FLEXIBLE 
GROWS 


AS 
NEEDE 


SMEAD’S 
TELL-I-VISION SYSTEM 


REG. U.S. PAT. OFF. 

It is simple to learn because it reads like a book, from left to right. Starting on the 
left the primary guides are staggered to permit scanning while their alternating 
blue and orange tabs provide a color signal system. In the center of the drawer the 
green-colored tabs of the miscellaneous folders stand out prominently for ready 
reference. On the right hand side of the drawer the individual name folders often 
are distinctively marked with Smead’s Spi-Roll folder labels available in eight 
different colors for particular classifications. — Ee > 
aaa literature which will give the “Gals in the office” 
TO FILE VOU yy ~< some valuable tips on good filing procedure... 
when, where, how to file . . . and what with. . . 
SIMPLY DO THIS aww (Smead's supplies of course). Mail the coupon 

1 Locate The Primary Guide. TS Suelawees below and we will send it to you 


2 Find The Individual Name Folder. = eS 
(For occasional paints tae ; SMEAD MANUFACTURING co. INC. 


the green miscellaneous folder) HASTINGS, MINNESOTA 


3 Insert New Correspondence. (Latest Name __ ae 

data always to the front) Address ! etapa aloes Srnataieme 
And finding is_as easy as filing with City State 

Smead'’s Tell-I-Vision System. Ordered by | 


em ee ee ee ee 








For More Information Circle No. 428 


«<—For More Information Circle No. 1 





inks are available). The Roll Boy fits the EXECUTIVE FURNITURE 
hand; weighs 3% ozs. Comes with spe 

cial ink dispensing unit which allows Design Products, Ine., Box 342, Boul 
reinking rollers without mess, and a four der, Colo., a new manufacturer of offic 
line rubber plate with choice of copy, furniture, makes a genuine walnut execu 
complete for $11.95. Ideal for imprinting tive group which offers more than 300 
catalogs, folders, letterheads, envelopes, possible arrangement combinations. From 
ete. For illustrated literature containing the desk, component units may be assem 
sample color imprint, Circle No. 107. bled to meet the increased requirements 


The most Accurate dhofting unit! 
> EMMERT DRAFT-RIGHT | 
= UNITS | 


EMMERT Draft-Right Units 
bring to the drafting room the 


ultimate in versatility and effi- 
ciency. These attractive all- 


EMMERT Units may be assembled in either steel units provide the operator 
right or left hand arrangements. Finished with everything needed—draft- 
in rich grey with mist green linoleum tops, ae machine, counter-balanced 
they blend perfectly with any color scheme. adjustable board, reference 


area, tool and storage space. 
Write to Dept. O for Bulletin No. 800 ” 


ee es DRAWS THE ACCURATE LINE \ 


EMMERT MANUFACTURING COMPANY WAYNESBORO, PENNSYLVANIA 


MANUFACTURERS OF PRECISION DRAFTING EQUIPMENT 


For More Information Circle No. 322 
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every cathon copy you make 


is clear, sharp, 


and fade-proof? 
' 


Only 5/100 of a cent per copy! That’s 
all the premium for Old Town’s Dawn 
carbon paper amounts to — 5/100 of a 


cent for a record copy you can be sure 
of every time. 


Dawn carbon copies have the sharpness 
of originals. They are clearer, cleaner, 
easier to read than ordinary carbon 
copies. And they stay clear and sharp — 
never fade, never smudge, never blur. 


FREE SAMPLE KIT 


Send for your free samples of Dawn. 
Kit includes table of weights and 
finishes of carbon paper, helpful 
hints for secretaries. Mail this 


Firm. 


Address. 
coupon today. City 


Just as important: non-curl Dawn 
handles flat—rolls through the machine 
flat, without wrinkling or creasing — 
cuts collating time in half. 


*Registered 


Old Town, Dept.0-17 345 Madison Ave., New York 17 


Name.. 


State..... 


My typewriter is (1) standard [) noiseless [ electric. 
I usually make () 1-4 copies [) 3-6 copies [1 over 6 copies. 


world’s foremost maker of carbons, ribbons, duplicators, duplicating supplies. 


For More Information Circle No. 282 
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STOP STATIC TIKI 


THE ORIGINAL — 
CANNOT BE DUPLICATED 


GUARANTEED! 
USED REGULARLY IN THE LARGEST 
PLANTS IN THE NATION 
$3.00 per con $30.00 per cose 


STATINIL ice: oo 


STATIKIL—A DIVISION OF THE J. E. DOYLE CO 


ps be 


fstoblished 1914 


For More Information Circle No. 401 


ras, 


“1 do laborless filing, in’ 


half the time-with 
CORRES-FILE ® 


.--! love it!” 


CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 


laboring class! PATENTED 


TIME, LABOR and 
up to 40% in SPACE! 


Effective Tools for 
Effective Management 


biceamn ORGANIZATION, INC. 
Westport, Conn. 

Please send free booklet on CORRES-FILE 

Name 

Company 


Address 


For More Information Circle No. 402 





of the office or individual. The 
walnut, 


beauty of 
combined with dramatic styling, 
enables unlimited opportunities for strik 
interiors. The side cabinet features 
two mail drawers (in-out) which pull in 
two directions, plus three other roomy 
storage Shown above is the 
Executive Office Group with veneer wal 
nut top and matching side cabinet, and 
the executive swivel arm chair with foam 
rubber and back. The sculptured, 
frame of the 
harmonizes with the sculptured legs of 
the desk 


complete 


o 
Ing 


drawers. 


seat 


free form styled side chair 


and cabinet. This firm offers a 
dealers, 
enabling prospective clients to obtain the 
maximum efficiency from space and fur- 
niture The company’s first cata 
| available to interested dealers. For 


log is 
Circle No. 125. 


planning service for 


design. 
a copy, 


SPIRIT DUPLICATORS 


Heyer Corp., 1850 S. Kostner Ave., 
Chicago 23, IIL, their 1957 
Mark II automatic 


and hand-operated spirit dupli- 


announces 
models Conqueror 


electric 


eators. Machines feature engineering im- 
provements including a new feed-drive 
mechanism which works only in forward 
motion and eliminates all lurch of recip- 





rocal drives. Other features are high pre- 
cision clutches, nylon gears that are quiet 
and need no lubrication, and a geared 
counter belt that won’t slip. An 11” and 
14” cylinder stop has been added and 
motor drive is completely redesigned for 
smoother operation. The conveniently 
placed motor bar, on operating side of 
the Model 76 automatic electric dupli- 
cator, starts motor and feeding at a 
touch. Machine turns off automatically 


Small office 
postage saver 


——— 


PB Model 


1900 Mailing Scale was designed 


e This new, low cost 
to make mailing easier, and save 
postage in the small office. 

e The 4900 weighs accurately, 
and quickly, from '% oz. to 1 lb. 
The cylindrical postage computer 
shows clearly postage required 
for any class of mail. 

e Stops waste of postage through 
overpayment. ..and also prevents 
underpayment, and theannoyance 
of letters arriving “Postage Due.” 
e Six PB scales for every mailing 


requirement, including a parcel 


és 


The 


new 


last sheet is fed. Model 70 
hand duplicator has feed 
button and paper stackers, previously 
only on electric model. Machines 
designed Otis Reinecke and 
their Futura green color is handsome and 
practical. They print 110 clear copies 
per minute in one to five colors. Simple 
operating instructions are permanently 
printed on the machines’ receiving trays. 
For More Information Circle No. 129. 


when 


release 


were 


by Jean 


Ask the 


nearest PB office to show you. Or 


post model up to 70 Ibs. 
send for free illustrated booklet. 


FREE: Handydeskor wall chartof Postal 
Rates, with parcel post mapand zone finder. 


eye " . se 
pitney-nowes Mailing Seales 
Pirney-Bowes, Inc., 3488 Walnut St., Stamford, Conn. 


Made by the originators of the postage meter offices 


in 96 ciltes in U.S. and Canada. 


For More Information Circle No. 295 
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val U Ulfy 


TOTAL 


adding listing 
machine 
capacities up to 

12 listing 

13 totaling 


qu ur Y 
NUMERIA Fame 


capacities 
up to 10 x 11 x 21 


LAGOMARSINO- FAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO AVAILABLE 


For More Information Circle No. 178 
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FOLDING CHAIRS 


J. and J. Tool & Machine Co., 9505 S. 
Prairie Ave., Chicago 28, Ill., makes the 


BeLa line of Folding Chairs in gold 


bronze, coppertone and brushed chrome 
plated finishes with spring cushion, FEATURE FOR FEATURE 


vmadded, plywood or steel seats. Designed | 
} phy g 


for supplemental seating in auditoriums, o ‘ Ny 


BEATS THEM ALL 


AUTOMATIC KEYBOARD TAB 
REMOVABLE CARRIAGE 
91/2" WRITING LINE 
STURDY CARRYING CASE 
PLUS 32 OTHER FEATURES 


Sold Only Through Dealers. 
Exclusive Wholesale and Retail 
Territories Now Being Assigned 





assembly halls, churches, dining and con 
vention rooms where good taste in fur 
nishings is evident, the color harmonies | 
seem to become a part of the complete 

decorative ensemble. They are also avail- | CRAIG WOODRUFF 
able in six decorator colors and have the | 

sturdiness of high grade materials, ex Fayetteville New York 
cellent workmanship and application of | 





For More Information Circle No. 320 
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Now... you can get 


BEAUTIFUL COPIES 


on BOND or 


OFFSET PAPERS 
without slip-sheeting 


by using new...... 


ta 


* 


JETDRY 
































INK 
























































in your stencil 








duplicating 
machine 














Saves time —ink— paper because 
it dries so fast...sets so hard 


It’s amazing—what a difference 
JETDRY makes! “The finest ink in 
my 30 years in this business,” says 
one customer. 


JETDRY is an entirely new cencept in 
duplicating ink. It took us 5 years to 
perfect it! It dries so fast, sets so hard 
—there’s nothing to equal it for Bond 
or Offset papers...no other ink which 
gives that “press-printed look” on a 
wide variety of jobs that you would 
normally have printed outside. JETDRY 
saves paper, too, because even the first 
few copies are perfect. One large user 
estimates a saving up to $75,000 this year 
m the duplicating department by using 
JETDRY ink. 

With serpry, no washing of your sten- 
cil is necessary —it’s self-cleaning by 
simply placing it between papers in a 
file folder. And—it’s always “ready to 


go” again...when you use JETDRY, you 
can stop in the middle of a run, then re- 
sume the run hours later without delay. 

Ink is one of the lowest cost items in 
stencil duplicating (less than 20¢ for 
1,000 copies). JeTDRY costs no more than 
any quality ink...and you actually get 
more copies per pound. So, use JETDRY 
and get better looking copies with any 
make of stencil and all machines, new 
or old. 





Try this new wonder ink—- 
without obligation! Write today to: 


MILO HARDING 
COMPANY 


Established 1904 
Manufacturer of the most complete line of 
stencil duplicating machines and supplies 


502 So. Monterey Pass Road, Monterey 
Park (Los Angeles County), Calif. 
San Francisco e Pittsburgh 
Cleveland 
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sound engineering principles. For More 


Information Circle No. 117. 


VERTICAL TERMINAL DIGIT 
NUMBERING MACHINE 

Wm. A. Force & Co., 216 Nichols Ave., 
Brooklyn 8, N. Y., hand 
bering Terminal 
Digit meet the 
numbering shelf 
filing systems, this machine is a further 
modification of the Paragon Hand Num 
bering Machine. An earlier modification 
of the Paragon Model was adapted to 
horizontal terminal digit indexing. Since 
open shelf files require that 


makes a 
Vertical 


Designed to 


num 
machine for 
Indexing. 


requirements of open 


folders or 
dividers be numbered along their narrow 





outside edges, the characters on this new 
machine are engraved for vertical 


without 


num 
The nu 
merals are designed for quick and accu 


bering, with or spaces. 


rate recognition. Machines are produced 
in two models: the Paragon 1C six-wheel 
automatic, and the Paragon 26A six 
wheel lever action. Numerals come in 
Roman or Gothic with a vertical or tier 
irrangement for both models. Machines 
with larger capacities are obtainable on 
a special order. Similar units for rotary 
or flat-bed printing presses are also avail- 
able on special order. For More Informa- 
tion Circle No. 172. 
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Keep Your 
) OFFICE 


ees 


“Certified 


Office Machine 
PAPER ROLLS 





Their superior quality prevents creasing, 
bunching and slipping. That's why offices 
everywhere use them for adding ma- 
chines, teletypes and cash registers. You 
can depend upon their smooth operation 
—every roll is designed for a particular 


machine. 


@ Tested for micromatic accuracy 
@ Guaranteed for trouble-free operation 
@ Clean cut, lintless, without splices 
@ Red ink warning signal marks rolli-end 


@ Conveniently packed in individual boxes 


AVAILABLE AT ALL LEADING STATIONERS 


Dealers write for Cash Register Roll 
Specification Sheet and Prices today! 


RITTENHOUSE 
PAPER CO. 


6405 South Wentworth Avenue 
Chicago 21, Illinois 


For More Information Circle No. 321 
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Vail 
19, Il 
Stapler 
red, oriental 
tan, 


cago 
in ¢ hs rt 


mist 


ard 
A visible 
8 necessary. 


an attractive 


pe ( 


green, 


strip of st 
indice 


desk 


STAPLER 


‘o.. 900 


1 


makes 
e and five 
ivory, frost 


It holds 


+ 


low 


aple Ss a 
ator shows when reloa 
Its 


accessory 


silhouette 


operating stroke the stapling 
Chi operation. The Vi Stapler is . 
Des] made in 24-kt. gold plate as an executive 
gift item. For More Information Circle 
No. 163, 


speeds 


95th \ Liector also 
Victor 


colors: 


East 
the 


Roles 


Seneca 
Jamaica 


a full 21! 


oray, 
) stand DRAFTING-REFERENCE UNIT 

last New 
Y., makes 


Stacor |] 


York Ave., 


quipment Co., 768 I] 


Brooklyn 3, N. 


= soe 


fae eg 


7 


nd 1s easy té 


Stacor-Matie d 
flexible 
In 


rafting-reference units for 
, productive use of existing 
of Stacor-Matic 


more 


and its shor floorspace. use, 


a TOW 


parma 7 


filing 
conventional drawer 


Deluxe Steel Verti-File 
save floor space, 
inch will be 


you not 
but your cost per 
third the cost of 
files. 

CHECK THESE FEATURES 

e Less file clerks required. 

e Unlimited visibility. 
e Reduces employee 


one 


fatigue. 





e Increases filing 
@ Safer 


accuracy. 
no tripping over drawers. 
® Raised bottom shelf protects folios. 





Adopted and approved by the Office 
Management Committee on Cost Reduc- 
tion and Efficiency. 

Call 


new 


your Deluxe Dealer or write for 


bro« hure. 


DELUXE METAL FURNITURE CO. - WARREN, PA. 
AD ” the R Mi Miz. Co 


eas 1 tt Loe 


For More Information Circle No. 323 
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NO MATTER WHO... 


needs a fine typewriter, OLYMPIA is the 
answer. Whether it is a machine for heavy 
duty office use, or a smart portable for the 
professional man or student, OLYMPIA 
offers you the best typewriter on the market. 


See your dealer, the man with the "know- 
how" about typewriters. Let him advise you 
and you can't go wrong. 


REMEMBER ... OLYMPIA writes best of 
all — Because it's built 
best of all. 








INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET NEW YORK 6, N.Y 


For More Information Circle No. 186 
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whatever your position... 


DON'T MAKE A MOVE TILL 
YOU'VE SEEN THE MAN FROM (ELBE) 


























PECIALISTS! In a field where 
specialization is so highly important, 
the men from Elbe consistently target 
the right binder or presentation to your 
particular need. 














Elbe representatives always give you prompt per- 
sonal service with a friendly professional approach. 
Above all, they’re a constant source of useful 
ideas. Representatives in principal cities. Write 


Dept. F-2 for Elbe’s Free Idea Booklet. 


ELBE FILE « BINDER CO., INC. 


FALL RIVER, MASSACHUSETTS 
New York Showroom — 4117 Fourth Ave. 


ONE OF AMERICA’S LARGEST MFRS, OF LOOSE LEAF PRODUCTS 


For More Information Circle No. 277 
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as refer- 
behind as 


tables serves the men in front 
ence facilities and the men 

drawing tables, so that each has his own 
compact work station and it is not neces- 
sary for him to leave his seat for refer- 
The drawing table wide 
range height and slope adjustments, and 
the reference section is equipped with 
generous drawer and file space. All Sta 
cor-Matic units have island with 
floor-leveling devices. Drawers are all 
smoothly on ball bear 
Reference surface is heavily rein- 
forced steel covered with desk-top lino 
footrest is with a 
skidproof rubber mat. 
tive dark gray hammertone. 
Information Circle No. 162. 


ence. has easy, 


bases 


steel and operate 
ings. 


surfaced 
Finish is attrac 
For More 


leum and 


PARCEL POST SCALE 

Triner Seale & Mfg. Co., West 21st St. 

& Fairfield Ave., Chicago 8, 
the Triner Imperial 70-lb. automatic com 
puting parcel post scale. It has an extra 
band chart. Vertical 
eye to the proper 


Ill., makes 


large, color 


bands guide the zone 


postage computation. The large chart is 
shape with all computations at 
Chart is lithographed on metal 


to eliminate any possibility of displace 


a fan 
eye-level. 


ment or wrinkling, and is easily replace 
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IND EREMDENCE 
DUPLICATOR INKS gr 


QUICK DRY 
PASTE INKS 
roe REX ROTARY | 
we GESTETNER| 


/ 








Manufactured from original Euro- 
pean formulae. 

Overwhelming acceptance here for 
the past 10 years. 


Guaranteed harmless to duplicator 


Mixes readily with inks in machine 
Dries faster 

More copies per tube 

No offset 


Guaranteed not to splash or separate 
ORIGINATORS OF THE TWO TUBE PACK 


Absolutely eliminates costly breakage 
Greater profits through larger sale 


COLORS: 
Black Red Green Purple Gray Blue Brown 


DUPLICA MANUFACTURING COMPANY 


BOX 6165 PHILADELPHIA 15, PA 


For More Information Circle No. 425 
199 





RECOMMENDED AT 
“TWICE ORIGINAL COST” 


TELKEE SYSTEM 
MAKES KEYS 
EASY TO FIND 


“If we were without 
our Telkee now, | 
would recommend its 
installation even oat 
twice its original cost, 
saysa prominent Telkee 
user. (Name supplied 





ARISTOCRAT WALL CABINET 
Capacity: 150 to 450 Keys 
THIS IS TELKEE 

A system that offers practical key control at low cost. 
No matter how many keys (the more the better) there are, 
Telkee keeps track of them, eliminates the problems, 
saves time and money, gives keys maximum security. 
Whether 100’s or 1000's of keys, Telkee is the choice for 
practical control. 

FREE BOOKLET AVAILABLE 

Obtain complete facts on Telkee system today without 
obligation. 

O-17 


on request 


For free booklet write to Dept. 


The MOORE KEY CONTROL® Systems 


P. O. MOORE, INC. 
A SUBSIDIARY OF SUNROC CORPORATION, GLEN RIDDLE, PA 


MP-Jr. streamlined 


COIN CHANGER 


OVER 5,000 IN USE TODAY 


Makes change 
more easily. Enhances 
beauty of bank. Sturdy 
aluminum with handsome 
grey hammertone finish. 
Removable tray with in- 
side storage box 
Capacity $125 — 
pennies through 
half-dollars. Size 

"x 10 x 6l/,", 
Weighs 9 Ibs 
Rubber feet pro- 
tect counters. 
Trouble free. 
Guaranteed. 


$63 


plus 
tax. 


faster, 


Write for descriptive catalogue and nearest dealer 


Modern Products...Moderate Prices 


METAL PRODUCTS ENGINEERING, INC. 
Dent 0, 490 Long Beach Ave., Los Angeles 58, Calif. 
For More Information Circle No. 368 
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able in the event of postal rate changes. 
Seale’s double frame is shock-resistant. 
The sturdy all welded inner frame is 
completely independent of the outer case 
in the upright fan section. Accidental 
jarring of the fan section will not affect 
the mechanism or throw the scale 
off zero. Should repair ever be necessary, 
the inner frame member can be removed 
from the case for ready accessibility or 
quickly replaced as a sealed unit. Scale’s 
mechanism is the twin pendulum gravity 
rack and pinions or 
springs, and assures accuracy and long 
service. For More Information Circle No. 
108. 


scale 


system, with no 


CARTON ADDRESSER 
Sten-C-Labl, Ine., 2285 University Ave., 
St. Paul 14, Minn., makes a Squeeze 
Feed Applicator which permits clear, 
sharp impressions every time it is used 
direct to cartons, printed 
The ink supply in the 


to address 


labels or tags. 


printing pad is 
the 


easily regulated by 
squeezing ink bottle, 
better of the flow of ink is 
now possible with the addition of plastic 


sides to the applicator. A further con 


polyethylene 


and control 


venience is the handy new metal holder 
with open throat in which the applicator 
ean be placed when not in use. It stands 
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mn desk or counter or it can be attached One model has the ruby and white plus 
permanently to shipping desk or ware- a green light for pan film. Overhead 
house truck. For More Information Circle rails and complete water flow system 
No. 130. with foot control can be supplied with 


SCALE & POSTAL GUIDE 

Hanson Scale Co., 1777 Shermer Road, 
Northbrook, Ill., has redesigned the dials 
if their postal scales for greater readabil 
ty. A 32-page Hanson Official Postal 
Guide which explains the classes of mail, 
services available and rates, is now fur 
nished with each Hanson Postal Scale. 
This handy booklet answers mailing 
questions and saves trips to the post 
‘fice. For More Information Circle No. 
148. 


DARKROOM SAFE LIGHTS 
NuAre Co., 824 S. Western Ave., Chi 
igo 12, Tll., makes Darkroom Safe any of the models. All units are well 
Lights in two sizes, one with working constructed and easy to install; finished 


x 19” and the other 25” x 30”. in silver hammerloid and economically 


90" 


area 
There are five models, and each have _ priced. For More Information Circle No 
both ruby safe lights and white lights. 131. 


AN AMAZING NEW INVENTION ae iy Wes 


ql| EJECTOR WHEEL | 
STREAKS 


even over solid printed areas 


FITS ALL 1200-1250 
MULTILITH PRESSES . Now, for the first time, you can do away with all printing 
, streaks due to ejector wheels running over printed areas. 
This simple, but ingenious new STREAK ELIMINATOR is a necessity 
’ for every Multilith press. Simply insert wiper pad, squeeze on some 
cleaning fluid, and merely snap on STREAK ELIMINATOR to 
Ejector Wheels (as illustrated above). Multilith presses are now 


CUTS PAPER WASTE! ready to run... free of Ejector Wheel Streaks. Besides the obvious 


savings in running time, you can DO AWAY WITH PAPER WASTE by 


- printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
ELIMINATOR will pay for itself on the first few jobs you use it: 


UNCONDITIONALLY GUARANTEED. 


THE EJECTOR WHEEL STREAK 

ELIMINATOR comes complete 

with a full year’s supply of pads, : 

plastic squeeze bottle, and a gen- \Ne , VY compete Gentlemen: 

rous supply of STREAK ELIM.- is UNIT *lease enter my order for ets of 
INATOR FLUID. Additional ‘ ato 


(RR RRRERE EERE RER ERE REESE RR ERE REE ET 
. 

. 

. 

. 

. 

. 

) e ft , 3 

with bits Gin te pednes ¥ outs . Ejector Wheel Streak Eliminators. I 
. 

. 

7 

7 

o 

. 

. 

. 


ROLL-O-GRAPHIC. CORP., 
133 PRINCE ST., N.Y.C. 
DEPT OF 1 


¥ nderstand this unit is completely and 
through your authorized ROLL- neone . a 
0-GRAPHIC dealer. Saar Sreue ees. 


MANUFACTURED BY 0 ? 
ADDRESS 
ene Ax 


ROLL-0- GRAPHIC CORP. 133 PRINCE ST. N. Y. C. 


For More Information Circle No. 318 
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' caiaaae 
NEW SHREDMASTER SHREDS COME OUT 


4a) (fil HERE 
pant 10 


Portable office paper shredding machine 
quickly, easily, and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL. 


Write for free illustrated descriptive folder 
with details of 10-day trial. 


Ask for brochure #!4 


The SHREDMASTER @../. 


9 East 40th Street, New York 16, N. Y. 
Manufacturers of the most complete line of 
Office and industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc. 














For More Information Circle No. 316 
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ARMCHAIR 
Milwaukee Chair Co., 3022 W. Center 
St., Milwaukee 45, Wis., makes The No. 
440 U armchair in genuine walnut, fin 
ished in their standard walnut finish or 


any special finish required. Upholstery is 
available in a wide range of colors in 
Naugahyde, soft cover fabrics and top 
grain leathers. A matching posture swivel 
chair is also made. For More Informa- 
tion Circle No. 159. 


CUSTOM PAPER PUNCHES 
New England Paper Punch Co., Natick, 
Mass., makers of Clix Paper Punches, 
announces that they make special paper 


punches to individual requirements. 


Their new custom punch department has 
been set up in response to many inquiries 
for units to 
tances. They will be glad to submit quo- 
in minimum lots of 250 special 


punch special holes and dis- 


tations 
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Wall Anchored . . . easy to use... 
hard to attack . . . saves space. 


Floor Anchored . . . out-of-the-way 
. well adapted to modern 
building construction. 


Entirely new and modern in design, 

this York bolt-type money chest features 
deposit slot in inner partition equipped 
with 2-key locked door. Collar and cover 
plate are provided for floor installation. 


York sives you 
BURGLARY AND HOLD-UP 
PROTECTION AT A NEW 
Low cost! 


This new low-cost York Money Chest pro- 
tects cash from holdup and burglary attacks. 
During business hours, bank deposits are 
accumulated in an inner compartment... 
beyond reach of bandits. After-hours, all 
money is protected from burglary attack. In- 
surance underwriters allow up to 60% reduc- 
tion in mercantile safe insurance premiums. 





For protection against “carry-out” bandits, 
York has designed this bolt-type chest for 
anchoring in walls and floors as an integral 
part of the building . . . or in steel-encased 
concrete blocks. The chest carries Under- 
writer’s Laboratories’ relocking and Safe 
Manufacturers National Association labels. 
It qualifies for class “E”’ burglary insurance 
rates on Mercantile Safe and Broad Form 
policies. 


For full information about using York Money 
Chests to discourage attacks and reduce costs 
. write today. 


N-377-DI 


YORK SAFE & LOCK 


910 Mulberry Rd., S. E., Canton 2, Ohio 


For More Information Circle No. 191 
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Here’s 








se 


“LIFT-OUT™ Rollers...another Copy-rite 
development! Just turn the pressure release 
to the “off” position and “lift” out one or 
oll rollers, with your fingers! No tools or 
gadgets of any kind required! 


out-performs 


the Duplicator that 








: 3 
Kline! 


ei 


3 ' = 
r—. : \\ WSS 
7)!" ia 


...a really major improvement 
in liquid duplicators 5 eta 


Now for the first time with Margi-Set, you have a liquid 
duplicator with a position control that raises or lowers the 
copy from a small fraction of a line to a full seven lines— 
makes even hair-line registration easy —incorporates a visible 
indicator which shows the ‘“‘setting”’ at all times—shows how 
much the copy may be raised or lowered from its present 
position—can be changed even while the machine is operating— 
operates at the touch of a finger but which “locks” in place 
automatically. 


Here’s a machine you’ve got to see, got to 
operate, to really appreciate what has been ac- 
complished. Now, more than ever, Copy-rite 
is your best bet—in simplicity, in design, in 


value! Write on 


WOLBER 


your letterhead .. . TODAY! 


Models shown are priced from $188.50 
DUPLICATOR & SUPPLY CO. to $349.50. Other models as low os 
1217 CORTLAND STREET + CHICAGO 14, ILLINOIS $157.50. All prices plus tox F.0.8 
Factory 
For More Information Circle No. 272 
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punches on receipt of desired specifica- 
ions. At present, they are equipped to 
quote on the following capacities (but 


will be glad to consider other require- | 
ents): up to ten holes at one stroke | 
with center distances from %” between | 


holes up to 914” outside center distance; 


hole sizes, diameters 3/16” to 13/32”. | 


For More Information Circle No, 114. 


HAND TRUCKS 

Milwaukee Truck Co., 250 North 12th 
St., Milwaukee 3, Wis., makes 
duty hand trucks which are light in 
weight and easy to maneuver. Extra re- 
inforcement and heavy duty construction 
is placed at critical points of stress and 
strain. This results in less dead weight, 





























easy operation and lowest cost with maxi- 
mum ruggedness, load-carrying capacity 
and durability. Three models are built of 
full 1” tubular steel, electrically welded to 
withstand roughest treatment. Heavy duty 
tubular steel stair climbers ease loads 
up and down stairs. quickly and effort- 
lessly. The 10” x 2.50” industrial type 
semi-pneumatic wheels have roller bear- 
ings for easy operation. Wheel equipment 
includes Zerk grease fittings for positive 
lubrication. Extra large 12” x 14” nose 
plates are double reinforced at points of 
attachment. Three frame and handle 
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MORE PROFIT for 1957 


Lower your capital investment. 
Increase the 
productivity of your wage dollars. 


Use BEVCO Furniture 
And Reduce Fatigue 


Sit posturally correct 
Sit comfortable 
Sit safe 


Posture Swivel 


& adjustments 


* More comfortable 
¢ Longer wearing 
© Lower initial cost 


Webbing available in 12 colors. Guar- 
anteed for 5 years, Frames in Polished 
or Satin Chrome and Lacquer finishes 
to match office decor. 


Ask your dealer for free trial. 


BEVC 


Precision Manufacturing Co. 
831 Chicago Av., Evanston, Ill. 





For More Information Circle No. 297 








styles are offered for varying require- 
ments. The twin handle style gives best 
load control. Push-pull style provides 
greatest safety and mobility. Downframe 
twin style insures best control of high, 
narrow loads. All three models handle 
loads up to 600 lbs., and are finished in 
red enamel, bonded to the metal for life 
time appearance. For More Information 
Circle No, 142. 


RECORDS VAULT DOORS 
Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 6, Ohio, have added five fire 
resistive vault doors, ranging from % 
hour to 6-hour fire protection to thei 
vault door line. The company recom 
mends these vault doors for schools, hos 








pitals and other commercial structures 
where fire protection of permanent and é 3 ; a" 

vital records, irreplaceable drawings,  sistive Labels of the Safe Manufac- 
blueprints, patterns and other important turers’ National Assn. The flat sill con- 
records is essential. Meilink Vault Doors — struction of all Meilink Vault Doors pro- 
earry the Underwriters’ Laboratories vides easy entrance into the vault. The 
Fire Resistive Labels, the Group 1 Re- 2, 4 and 6-hour Vault Doors are formed 
locking Device Labels and the Fire Re- with deep, insulated tongues and grooves 


INOISPUTAGLE 
| RECOROS / 


TIME RECORDERS 


Keep indisputable evidence 
i aetahencnedtngnercensccens of Wage-Hour Law 


LATHEM TIME RECORDER CO. compliance with the 
90 Third St., N.W., Atlanta, Georgia Lathem Time Recorder. 
Gentlemen: 

Please send me full information on the Lathem 
Time Recorder. | understand there is no obligation 
on my part. 


Hand-engraved 
bronze type 
wheels assure 
clean, accurate 
records. 


Name 
Address 
City State 











7 





For More Information Circle No. 360 
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The Victor Flick that outdates 
all other calculators. \ 


New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use Ei. 
Exclusive Victor feature lets you multiply or divide Ss ec 
with a “Flick” of your finger. No mental counting. & mS 
“Up” to multiply . . . “Down” to divide . . . middle x Pi 
position to add or subtract—and all automatically! ; 
The new Victor Calculator prints figures on tape, $, 
just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 
Total Transfer eliminates need for re-entering totals. 
Find out how much this Victor “Flick’”’ can do for 
you— look under “V” for Victor in the adding ma- 
chine section of your classified phone 


book or mail the coupon. 
VICTOR ADDING MACHINE CO. 0-157 
CHICAGO 18, ILLINOIS 

Send me brochure on the New Victor Auto- 
matic Printing Calculator, showing al! the 
features. 


VICTOR ADDING MACHINE CO. any 
Chicago 18, Illinois 
Victor-McCaskey Limited, Galt, Ontario Company 
Manufacturers of Business Machines, 
Cash Registers, Business and Industrial Systems, Address 
Electronic Equipment, Electri-Cars 











For More Information Circle No. 188 
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(Questionnaire for a prospective employee: 


Do you work fast? 


Yes, a day’s work in a few minutes. 


Accurate? 
I can’t make a mistake. 

Tire easily? 
I never get tired. 

Are you good looking? 
People tell me I’m a beauty. 


Will my secretary like you? 


She’ll love me! 


Salary? 


A few pennies an hour—when I’m working. 


Can we get along with you easily? 


Just turn my dial and see! 


What can you do for us? 


Make perfect copies of anything—in seconds. 


We'll be glad to introduce 
you to this new photocopier- 
employee. When you see and 
try it you’ll want to put it 
on your payroll. 


for details write 


COPY-CRAFT inc. 105 cuamsers street, NEW YORK 7, N.Y. » Barclay 7-4150 


CARBON PAPER AND RIBBONS OUPLICATING, PHOTOCOPYING AND 6GYSTEMS MACHINES AND 6UPPLIES 


For More Information Circle No. 310 
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to baffle penetration of heat and flames. | 
All can be opened easily from the inside, 


thus protecting the employer from seri 
ous consequences in the event an em- 
ployee is accidentally locked in the vault. 
Burglarious attacks are defeated by the 
Underwriters’ Laboratories approved 
Group 1 Relocking Device which dead- 
locks the 


Circle No. 119. 


CHECKWRITER 
Checkwriter Div., Superior Typewrite1 
Co., 34 Hubert St., New York 13, N. Y., 
makes the full size. office Superior 
Universal Checkwriter which can be sold 
by dealers for only $49.50. It has self- 
oning mechanism, leeply etched 
chrome face plate, finger molded handle 
and selector buttons. Ink pad is easily 


accessible and can be refilled by conven- 
tional inking methods or with a new ink 
eartridge refill, Machine prints and 
safety perforates amounts up to $9,999.99. 
Manufacturer claims it will give service 


of machine costing much more than its | 


price. Can he operated from either a 
standing or sitting position. Available 
in three attractive color combinations: 
green and dark green, tan and brown, 
and gray and black. 
tion Circle No. 151. 
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bolts in event of attack on the | 
lock by means of mechanical tools, ex- | 
plosives or torch. For More Information | 





For More Informa- | 


Signals for Business 


They Lock on 
Gra f -Lo a Slotted Cards 
for Records in Constant Use 


ae ™“} 
ANGUS ON 


i 
: 

! 
*eunusen> ; 
} 


amen | 
SLIDE SIDEWAYS 


METAL SIGNALS 
Nu u- Vi I $ e for Vertical Records 


j os ~ 








e METAL SIGNALS 
Ni u -V 1Z tor Visible Systems 
& > FP //, 


No. No. No. No. 
04 O9 02 08 


C e i | u 4 ra TRANSPARENT 


SIGNALS 
for Visible Systems 





Also a full line of Maptacks-Map Flags 
Free Descriptive Folders Sent on Request 
GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


ina Sa a pence anne acne to oe 


For More Information Circle No. 287 











4-COLOR PENCIL to 7,500 eu. ft., and it is recommended 

Bernard Sales Co.. 16 East 17th St., fo" "se Im any room where customers, 
New York. N. Y.. offers the Welt 4-color ¢™ployees or the public would be sub 
pencil which switches to anv one of four : aE 
different colors with a single flick of 
finger. This automatie lightweight peneil 
takes standard lead red, green, blue 
and black. It is finished in non-tarnish : ; a 
Eloxal silver, and guaranteed for smooth, : -powwwrt 
automatic performance. List price is only -~g wf wr 
$1.98. For More Information Circle No. gue wer 


132. 


AIR DEODORIZER \e = 
Williams Chemical Co., 487 Broadway, 
New York 13, N. Y., announces the fan jected to unpleasant odors. It replaces 
operated Wilco Air Freshener which they odors with the pleasant fragrances of 
cuarantee will neutralize unwanted spice, pine, floral bouquets or cedar. Op 
odors. The unit will deodorize areas up erating cost on a 24-hour basis amounts 


“SPLIT-SECOND” PAYROLL TAX COMPUTER eae said 
EE PAYS 
; FOR ITSELF 


IN 30 


Wess = 
Why toil with dog-eared charts 
and reams of figures, when pay- 


rolls can be so simple... 


CALCULER-D THE AYRES WAY 
: 


One of the greatest time savers Interchangeable 
offered payroll clerks, auditors drums permit chang- 
and bookkeepers since F.LC.A. '"9 charts for tax 
and Withholding Tax went into ‘"EV!Stons. - 
effect. Used by concerns em- cc 
SOLD ON 

ploying from 20 to 20,000. _ 30 DAY TRIAL GUARANTEE A twist of the fingers ... and 

complete F, |. C. A. and With- 

FOR ANY PAYROLL SCHEDULE 


ICRI RAT ieee ong fax deductions appear on 
Uses government approved calculations a single line... Saves 50% time. 


ee your local stationer of write direct to 


AYRES CORPORATION, BOX 1081, WILMINGTON, CALIF ne ones 
y leading concerns. 





RS 


For-More Information Circle No. 303 
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World's Finest Duplicators 


AT THE WORLD'S LOWEST PRICES 


Inteoducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL 300 ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. e@ CHICAGO 13, ILL. 


For More 
Information 
Circle No. 293 








BEFOFrce .... 


You Buy The Safe You Need— 
CHECK the functional features 


of the VICTOR™ Af | LINE 
UUU 


Se 
Sa 


CERTIFIED FIRE PROTECTION: Your 
records inside a Vicror “600 Line” 
safe get Certified protection for a period 
of at least one hour in heat reaching 
1700°F. The safe could drop 30 feet 
through a burned out floor and still protect 
your records. Every Victor safe bears the 
dependable one hour Certification labels 
of the Underwriters’ Laboratories and the 
SMNA. 

COMBINATION LOCK AND HANDLE: [#7] 
Exclusive one-unit design of combina- 

tion lock and lift-up handle means extra 
convenience and maximum security. The 
offset spindle design and 4-tumbler con- 
struction make this lock manipulation 
resistant and give you the added Under- 
writers’ Laboratories T-20 Certification 
label for a 20% reduction in burglary 
insurance rates on the contents of the safe. 
The Underwriters’ Laboratories Relocking 
Device Label reduces burglary insurance 
rates another 10%. 


APPEARANCE: Exclusive hidden door [4 
hinges — actually inside the safe, 
smoothly rounded corners and edges, and 
concealed swivel casters make the depend- 
able Victor safe an eye-pleasing addition 
to any modern office. Four attractive color 
finishes permit smart color harmony in the 
décor of your office. 


SPACE: Four practical sizes — from (“| 
1.42 cubic feet of Model 616 up to 
5.26 cubic feet of Model 633. A handy 
adjustable shelf is included with Models 
627 and 633. 

VALUE: You'll find no compromise 
with quality in the construction of 
any VICTOR safe. Point by point—feature 
by feature, the Victor “600 Line” safe 
gives you top value for your dollar invest- 
ment. We welcome detailed comparison 
with any similar product on the market. 


Before you buy the safe you need — see the famous VICTOR 600 LINE” of certified safes. 





Ask your local VICTOR Dealer or write to: 


[Victor cares sovienrny guaeeeee aaa 
. Div N fF SPERRY RAN Re Ral N 
a 


315 FOURTH AVENUE - NEW YORK 10,N.Y 


For More Information Circle No, 229 
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to only a few cents per month. Unit is | 


ivory colored with on-off switch and is 
like a miniature radio in appearance and 
size. Plugs into any AC outlet and be 
comes effective immediately. Available 
on a ten-day trial offer with a money- 
back guarantee. Price is $16.95. For 
More Information Circle No. 110. 


FOLDING STAND 
Materials Co., 2029 N. 
Chicago 14, Ill., makes 


Premier 
sted St., 


Hal- 


locking device which holds the 
open and prevents accidental closing. 
Carefully made throughout with 54” lami- 
nated wood top and 1” diameter tubular 
steel legs. The top is finished in a choice 


stand 








of two color-flecked finishes: multicolor 
forest brown or steel gray. Legs may be 
equipped with Lucite ball bearing casters 
at additional cost. Stand will hold 150 
lbs. It is 29” high, weighs only 8 lbs. and 
is provided with a snap-lock to keep the 
stand closed when folded. The hardware 
is brushed chrome. Each stand is indi- 
vidually packed, list price $10.95, ship- 
ping weight 12 Ibs. in individual shipping 
container. For More Information Circle 
No. 155. 
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the | 
Premier Foldaway stand with a friction- | 





MANY FIRMS 
SHRED AFTER 


Add filing space by 

destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
"SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine . . . shreds papers into 
unreadable !'/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL’ SHREDDER 
Strid Ville Lompiy. 


103 MILL ST. ° SALEM, OHIO 
For More Information Circle No. 284 
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5 oe ei ded, Eke 
CHECKS ON 
LITHOSTRIP 


fOrelaliisl le) t-m afe) a aa 


yes UP to 90% of sorting costs 
SA with awtomatic reconciliation 


o 

NOW! 

PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS “ride free’’ on CONTINUOUS forms... 
useful on tabulators, teletypes or typewriters. 
CHECK RECONCILEMENT is obtained at a tiny 
fraction of manual cost by using punched card 
sorter, collator and tabulator. 

ELECTRONIC CHECKS also available on Litho- 
sets . . . requires no change in your present 
method of preparing checks. 


We engineer many types of office 
forms. CONSULT US. 


aa ante 
ST. LOUIS 15 “MO 
For More Information Circle No. 301 


500 BITTNER ST 














FOR AND ABOUT 
PART TIME PERSONNEL 
IN NEW YORK CITY... 


.. « You can clear up peak load problems 
in your office by using SIGNAL to supple- 
ment your regular office staff, For typists, 
clerks, etc., by the day, week or month... 


SIGNAL MUrray Hill 7-1934 


SIGNAL OFFICE SERVICES, Inc. 
415 Lexington Av., New York 17, N. Y. 








For More Information Circle No. 302 


FILE CONTROL UNIT 
Smead Mfg. Co., 
makes the Smead Pocket Control Filing 
Unit to control filing in desk and file 
Individual pockets with one- 


Hastings, Minn., 


drawers. 


SMEADS 


fifth and two-fifths cut tabs can be in- 
dexed in different ways to suit individual 
req iirements. The unit is claimed to offer 
greatest accessibility, maneuverability 
and safety of records. For More Informa- 
tion Circle No. 137. 


STERLING CALCULATOR 
Lagomarsino-FAT SpA., Viale Umbria 
36, Milan, Italy, makes the Model 8713 


electric Numeria Caleulating Machine 


which is the natural companion of the 
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pre-sensitized 
plates produced 


in seconds..... 





with Rapid Printer 
by nuArc 











...the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon arc lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 
... with an arc lamp. 

Get the facts on nuArc 
Rapid Printers. 


Contact your dealer 
or write for bulletin 230A0 


COMPANY, INC. 
General office and factory: 
824 S. Western Ave., Chicago 12, fil. 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 


For More Information Circle No. 187 


Tue Orrice—January, 1957 








SPEED TYING 
OF OUTGOING MAIL 
SAVE TABOR 


AUTOMATIC 
PAK-TYER 


There is an ALL-PUR- 
POSE PAK-TYER for 
every application. Ten 
times faster than hand 
tying. Easy to operate 
and maintain. All bun- 
dles and packages can be 
automatically tied with- 
out any adjustment. 3 to 
24 ply twine as well as 
tapes and braids can be 
used. Several models to choose from. LET 
FELINS CUT YOUR MAILING COSTS. 





WRITE FOR CIRCULARS AND PRICES 
NOW. 
For More Information Circle No. 306 


TIME STAMP 





TYING MACHINE CO. 


3351 N. 35th St. 
Milwaukee 16, Wis. 


Records fo 
minute when 
arrived ... 
long it took... 
when it left. 


4-jewel movement — Not expensive. Un- 
conditional full year guarantee. Space 
for company, dept., etc. name on rub- 
ber die. 


DORSON corr. 


605 W. Washington — Chicago 6, Ill. 
eR Tne a a Ra 


For More Information Circle No. 307 
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| manual Numeria Model 7703, the latter 


machine enjoying a considerable success 
in sterling money countries. These new 
models permit the operator to calculate 
in both the sterling and decimal systems. 
\ locking lever permits the machine to 
function in sterling currency when the 
lever is in forward position. When the 
lever is reversed, the machine performs in 
the decimal system and those sections ot 
the keyboard and carriage not operating 
are locked. The machine is attractively 
designed with The 
electric model has a motor adaptable for 
all currents. For More Information Cir- 
cle No. 150. 


and operates ease. 


OFFSET DUPLICATORS 
Lithotype, Chatou, France, makes two 
their Lithotype offset 
presses. The Lithotype Norma has sim 


new models of 
ple controls, yet it can print an area of 
1914” x 13.” Sheets up to 20” x 14” can 
be handled. Machine can take a pile of 


paper up to 23” high or 12 reams at one 
Suction feed has blowholes to 
sheets. An automatic 
misfeeding. Movable 
with micrometer adjustment in both di- 


loading. 
separate device 
prevents guides 
rections assure accurate register. There 
form rollers for ink and two 
for dampening. Three oscillating rollers 


are three 
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ai rely 


Complete Line! 





CARBON ROLIs 
Adding Machines 
Bookkeep; 
ing 
+ it es : : 
HectogroPh | Mochi Elliot Fisher Billing 
Stencil igs Autographic Register 
Binder ™ , Tailor Marki 
Jacket Speedo - 
Book 


itilith 
One Time — 


Daters 





Neon (asbestos) 
~ Marking 
special Strip 


Time Clocks 
For Diaz Process Flat Bed Presses “Elliott Addy essing 
Special Purposes 


Teletype 


Carbon Ribbons for all 


Electric Typewriters - 
Write for the STORMS Complete Line Catalog 





i OD, H. M. STORMS COMPANY 
“e 


STORMS BUILDING 





BROOKLYN 38, N. Y. 
Manufoecturers — Carbon Paper @ inked Ribb 
THE OFFICE 





© Carboni 
“The Complete Line — That Stands the Test of Time” 
January, 1957 


d Rolls 
For More Information Circle No. 289 











PRICED WITHIN REACH 
OF EVEN SMALL OFFICES 


POSTO-E 


SS 


— 
— 


Os 
—sp 1eds up 
mail routine in the office 
7 Se ae 


——— 











A proven tested... 
ELECTRIC LETTER OPENER 


$99.50* 


*Plus Fed. Excise Tax 


Saves Time e Saves Money e Eliminates Strain 


© COMPACT—Occupies only 6" x 8" 


of desk top space. 

PAYS FOR ITSELF—Even in small 
offices by saving letter opening time 
and speeding your mail distribution. 
NO SORTING—opens any size or 
thickness of envelope without sorting 
or adjusting. 

SIMPLE TO OPERATE—anyone can 
use it with little or no instruction. 
NO WASTE STRIPS—opens envel- 
opes without cutting off waste strip. 
GUARANTEED FOR ONE YEAR—Pre- 
cision built for years of heavy duty, 
trouble free service. 


DEALERSHIPS AVAILABLE — Full dealer dis- 
count for big profit sales. Write for literature 
and dealer prices. 


Standard Stationery Supply Co, 


1020 S. WABASH AVE., CHICAGO 5, iLL. 








For More Information Circle No. 325 
4 
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assure perfect ink distribution. Pressure 
is adjustable between cylinders. Delivery 
operated and automatically 
Speed can be varied from 


is chain 
stacks sheets. 


1800 to 5000 impressions per hour. The 


Lithotype Mcdel 380 is a smaller machine 
of 13%” x 11”. It has feed, 
accurate register, eight ink rollers, four 


automatic 


moistening rollers, automatic moistening 
control and speeds of from 1500 to 6000 
impressions per hour. For More Informa- 
tion Circle No. 152. 


CARBON PAPER 

Franklin Ribbon & Carbon Co., 172-178 
Nassau St., Brooklyn 1, N. Y., announces 
the Kleenertype De Luxe Carbon Paper 
Envelope, designed for self-service sell- 
ing by stationers, book and school supply 
stores, ete. The colorful package is an 
eye-catching green, white and black com- 
bination. Contents, uses and other infor- 
mation are plainly visible in standout 
type. According to Franklin, many cus- 
tomers who ordered the envelope when 
it was tested, already reordered, 
finding it a repeat item and steady vol 
ume builder. Like all Franklin products, 
the Kleenertype De Luxe Carbon Paper 
Envelope is precision made, a top quality 
value. For free sample and price list, 


Circle No. 112. 


have 
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FIREPROOF FILING CHEST 
Schwab Safe Co., Lafayette, Ind., 
makes an economical fireproof filing 
chest for small offices and professional 
businessmen. It carries a Schwab certified 


and 
file fold- 
The 
dimensions of this chest are 13” 
wide, 19” long, 10%” high; weighs 110 
lbs. For More Information Circle No. 109. 


label for one-hour fire 
comes complete with 25 hanging 


ers (can be ordered without folders). 


protection 


inside 


COLORED MATTING 


Goodrich Industrial Products Co., | 
Ohio, makes multi-link matting 
colored Koroseal links that 
discolor or fade with time. 


B. F. 
Akron, 
of 
won’t stain, 


vividly 


SYV7TRON Vibrating 


ENVELOPE 
JOGGERS 








Speed office procedure 
reduce costly damage 


Eliminates cut or torn correspond- 
ence. Open envelopes quickly and 
safely without danger of mutilat- 
ing contents. SYNTRON ENVE- 


| LOPE JOGGERS automatically 
| align contents of envelopes for 
| fast, clean opening either by 
| manual or machine methods. Save 


The long-lasting links are said to resist | 
aging, abrasion, acids, caustics and oil. 


They are closely spaced to prevent | 
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time and save money— 
Write for Catalogue — FREE 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Pa. 


For More Information Circle No. 300 
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501 E, FIRST ST. 


IN ELECTRICAL OR 

MANUALLY OPERATED 

MODELS 

Fast, smooth, perfect operation. 
Nylon gears, one-piece top, 
locked copy, modern design — 
that’s only part of the story of 
the AMERICAN Pinfeed 
REGISTER. 


Combine it with American’s 
precision-controlled, marginally 
punched forms and long-wear 
Superite carbon, or new NCR 
Carbonless Paper, and you have 
an unbeatable system for speed, 
accuracy and economy. 


Write for Details 


YY MERICAN 


BOSTON 27, MASS. 


For More Information Circle No. 299 


women’s heels from catching in them. 
The matting is custom-made with the 
links available in any combination of 
gray, brown, blue, yellow, black, green, 
white, red and orange. Links are strung 
on parallel non-rusting spring steel rods 
and mats are finished on all four sides 
with Koroseal nosing, which may be 
either square or tapered. Corners are heat 
scaled. For More Information Circle No. 
154. 


RING BOOK LABEL HOLDERS 

Office Products, Inc., 9920 Freeland 
Ave., Detroit 27, Mich., makes Kolor 
Klip Plastic Ring Book Label Holders in 
6” x 9” x 3” colored display cartons. 
Kolor Klips are designed for 1” and 2” 
ring books and made in red, ivory, green, 
blue and black. They provide a neat and 


efficient method of labeling, and have 


clear plastic window to protect label. 
Metal spring clips slide over end of 
binder and swivel to permit a perfect fit. 
Labels can be quickly changed and colors 
allow coding ring books for fast identifi- 
cation. Display carton holds four dozen 
assorted Kolor Klips in individual cello- 
phane bags, for 1” binders. Replacement 
orders of specified colors come in boxes 
of a dozen. For More Information Circle 
No, 157. 
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LITERATURE 
from the 
Manufacturers 


Internal Phone System 

Automatic Electric Co., 1033 W. Van 
Buren St., Chicago 7, IIll., offers a bro 
chure describing how Bunte-Chase 
Co. uses an internal, company-owned tele- 
phone system to economically reduce 
paperwork and speed operations. The 
brochure discusses the importance to the 
company of time, cutting costs, 
establishing closer administrative con- 
trol, improving customer relations—and 
shows how an automatic telephone sys- 
tem, separate from the city system, helps 
gain these objectives. For a copy, Circle 
No. 176. 


Candy 


saving 


Filing Accessories 
Acco Products, Inc., Ogdensburg, N. Y., 
have published a new catalog of Acco 
filing and binding accessories including 


(oe py 


SPO LaONd 


paper fasteners, folders, binders, paper 
punches, clamps, etc. All items are illus- 
trated, many in color, and complete de- 
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KLEEN-ALL® 
Newly CLEANSING CREAM 


Improved 
"eee a w Step 
Now packed in 
unbreakable 
beautiful > Ib. 
and 1 Ib. 
PLASTIC 
CONTAINERS 


For 


Removing Kleen-All removes stains fast. 


e All Hecto- Leaves hands soft and smooth, Does 
graph not remove or discolor fingernail 
Spirit Carbon polish, A 100% pure cream—no 
& Ribb filler used. Contains no impurities 

sIDBon which have to be hidden with color. 
Stains The SNOW WHITE cleansing cream 

e Mimeograph made solely of cosmetic ingredients. 
Multigraph - Can be used for removing stains 


@ Ball Point Pen from clothes. 
Ink Stains CONTAINS LANOLIN 


KLEEN-ALL will not deteriorate, harden or shrin 
while standing on your shelf, NCONDITIONALLY 
GUARANTEED FOR ONE YEAR. 


We also manufacture high quality DUPLICATING 
FLUID. 


Our products can be ordered through your local supply 
house. 


Write for price list and FREE 2 oz. sample jar. 


KRAYER MANUFACTURING CO., Inc. 
542-548 Pine Street Elizabeth 1, N. J. 
For More Information Circle No. 393 


NOW! - 


LOWEST PRICED 


(Complete) 
ALL-PURPOSE 


PHOTOCOPIER 


CONTOURA®-CONSTAT® is the ideal 
photocopier for use in the office or as a 
portable copier carried like a briefcase right 
into the field. Gives you sharp, black-on-white, 
photo exact copies of correspondence, charts, 
diagrams, magazines, bound book pages—any- 
thing printed, written or drawn including 
pencil and all types and colors of ink . 

in seconds and for pennies! May be used with 
diazo process equipment. Write today for 
descriptive bulletin and name of your nearest 
distributor. 


F. G. LUDWIG, INC. 


869 COULTER STREET 
OLD SAYBROOK, CONN. 


For More Information Circle No. 394 


92] 


“se 





scriptions and specifications are included. 
This catalog is in loose leaf 
attractively and durably bound to be 
filed like a file folder for ready reference. 
There are illustrated price 
dealers and salesmen. 


separate 
sheets for use by 
The catalog’s index appears in large type 
on its first page so that any item can be 


format, 


Production Control System 


Charles Bruning Co., Dept. 12-G, 4700 
Montrose Ave., Chicago 41, IIL, offers an 
illustrated eight-page brochure which de- 
scribes how diazotype copying machines 
are used to eliminate up to 90% of the 
writing in preparation of production and 


immediately located. For a copy of this 


useful catalog, Circle No. 171. 


The 
how a 


assembly orders. brochure shows 


step-by-step translucent 


ATTEND THE 


IOTH ANNUAL SOUTHERN CALIFORNIA BUSINESS SHOW 


Sponsored by the Los Angeles Chapter of the 


NATIONAL ASSOCIATION OF COST 
ACCOUNTANTS 


February 19, 20, 21, 22, 1957 
Ambassador Hotel Los Angeles, California 


For More Information Circle No. 353 


opera- 














— — STATIONERS ... PRINTERS... AGENTS... 


1.015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME .$«S%asg¢ CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 
lucrative discounts ... their own imprint on forms 
. «+ protection on repeats. 1,015 dealers are mak- 
ing (Snap)-Easy money—So can you! Write today. 


PROFIT 
IN FORMS! 


New Carbonless 
Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 


For More Information Circle No. 354 








YOU CAN CUT OUT ona INSIDE OF THIS AD OR A LARGE MAT WITH STRAIGHT OR 


NEW 

COP-E-EEZ Q Cop-e-Eez used by G.E., Union Carbide, 

COPY BOARD Westinghouse, IBM, Kaiser Metals, 

WITH 17” Frankford Arsenal, Kimberly-Clark, etc. | 
LINE GUIDE 5 

EXTENSION 

FOR FIGURE 

ANALYSIS 

WORK 





Cop-e-Eez available at, 
Frisco, Lucas, 
. Goldsmith, NYC., 


» Kendrick, Denver, 


Fisch A. 
Balti., Head, , 
Dameron, N. 


Folds 

’ To Fit 
aii Desk 

Drawer 


Ask Your Local Dealer or Write 
To Us For Nearest Outlet 


Bevel 
Cutter Cutter 


Box 568 


For More Information Circle No. 355 


Lansdale, Pa. 
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tions sheet is converted into a parts pro- 
duction order by use of a low-cost copy- 
ing machine, eliminating rewriting and 
proofreading of descriptions, specifica- 
tions and work instructions. Application 
of mechanical copying in the preparation 
of sub-assembly and final assembly orders 
is also explained. For a copy, Circle No. 
166. 


Testing Postal Seales 


Pitney-Bowes, Inc., Walnut & Pacific 
Stamford, Conn., offers a_ booklet, 
‘‘Can Your Mailing Seale Pass the Silver 
Dollar Test?’’ which explains how a 
simple test allows anyone to determine 
the aceuracy of a mail seale. Business 
firms lose much money through inacecu 
rate postal scales, and through scales 
which employees don’t trust—so they put 
on an extra stamp. For a copy of this 


booklet, Circle No. 167. 


Machine Stands 


Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 6, Ohio, offers a catalog 
containing complete illustrative and de- 
scriptive data on Meilink Hereules busi- 
ness machine and typewriter stands. Ac- 
companying each illustration is a speci- 
fication table containing small drawings 
which show at a glance the correct 
model number to order and how the 
stand will appear complete with trays 
and drawers. All dimensions are included 
with a thumbnail description of each 
stand. There are as many as six different 
combinations of tray and drawer ar- 
rangements for most models. Stands are 
of all-welded, tubular steel construction 
which virtually eliminates vibration, as- 
sures safety for machines and comfort 
for the operators. There are no sharp 
corners to injure operator or snag cloth- 
ing. Compact design conserves floorspace. 
Meilink builds safes and insulated files 
to protect records and likewise builds 
Hercules stands to protect expensive 
electric machines. The stands are also 
ideal for the new copying machines and 
various drawer and tray arrangements 
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| 
| 


ROTARY 


°o 
™ Ferris °or*' 


Over 150 m 
THE WORLD'S a3 a cad 
LARGEST SELECTION 
OF MOTORIZED & 
MANUAL FILING ee second 
EQUIPMENT. ies” [ding com. 


unit holds 
different recorg sinret 
FERRIS BUSINESS EQUIPMENT es 


45 Seymour St., Stratford, Conn 





every copying machine 


has its favorite 


D IXO N 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils f»r your dupli- 
cating equipment? 
Some pencils won’t reproduce their 
marks! Others can do the job per- 
fectly-- but only on certain machines. 
DIXON TICONDEROGA 
and family have pencils for both 
reproducing and non-reproducing 
use On all processes. 
CHECK YOUR PROCESS 
Diazo Facsirnile 
Photo copying Offset Printing 


# : 
Heat - copying Hektograph ' 


DIXON TICONDEROG 


Pencil Sales Division 
167 Wayne St., Jersey City 3,N.J.  * 


Please send me free reference sheet, 
showing which pencils will work best on 


4 

H 

a 

- copy for my duplicating machine. 
Company 

q Address 

q City 
3 By 
B Tite 

t Brand Name of Duplicating Machine 























8 


NO OTHER — 


PAPER CUTTER 


FOR tHe OFFICE IS BUILT 
TO SELL $0 LOW! 


The Michael 
Paper Cutter 
3 Sizes 

83", 14” 
and 203” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 
Order from your dealer or 
Michael Lith 
145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


[ Sreeer ton 


For More Information Circle No. 308 


|} cil from an 





3 PHONE PROBLEMS 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Mode! for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 


SOLVED—— 














For More Information Circle No. 309 


make it easy to keep needed paper sup- 
plies handy. For a copy of the catalog, 
Circle No. 161. 


Pencils, Erasers 


Dixon Crucible Co., 
Sales Div., 0-17, Jersey City 3 


Pencil 
My de 


Joseph 


, ’ 


| have published their 1957 catalog, a 40 


page four-color book designed to elimi- 
nate confusion in the selection of a pen- 

l several hundred. 
devoted to each indi- 


their 


array of 
Separate texts are 
uses and 


vidual item, explaining 


DI 


CATALOG 


benefits, and how and why each item 
differs from others. There are two sepa- 
rate indexes, one listing the contents 
alphabetically, the other by trade num- 
ber. The catalog contains no prices. It 
features the full line of Dixon’s nation- 
ally advertised pencils, as well as the 
company’s line of erasers, pencil sharp 
eners and industrial marking crayons. 
More than 200 items are listed. For a 
copy of the catalog, Circle No. 160. 


Desk Accessories 


Smith Metal Arts Co., 1721 Elmwood 
Ave., Buffalo 7, N. Y., offers a cata- 
logue on their Silvercrest and Moon- 
crest luxury desk appointments in- 
cluding desk pads, pen bases, letter 
trays, memo holders, library sets, calen- 
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Fingertips literally float over the moulded keys ... everyone who tries 
this sturdy and dependable REGNA becomes a “high speed” operator . .. 
everyone who sees it admires the streamlined styling, the legible 
keys and listing, the clear curved window for maximum visibility. REGNA’s 
rugged Universal Electrolux Motor does all the work—chases fatigue— 
increases daily employee productivity! 

Swedish steel, Swiss precision counters; 

different capacities from 6 total 7 up; 

fully automatic safety keyboard; rear 

rubber rollers for portability; in 

light grey and ivory. 

Also—low-priced hand 

operated models. 


TS New York 10, N.Y. 


Adding Machine and outline advantages of becoming a Regna 
Dealer 


Name 


Address 


Gentlemen 
Please send more information on the new Electric Regna 
w 


IN CANADA: Regna Cash Registers of Canada Ltd. 704 Notre Dame St 
Montreal, Que., and Business Equipment Machines, 489-R King St. W., Toronto, Ont 
OUTSIDE CONTINENTAL U. S.: Jorgen S. Lien, Box 507, Bergen, Norway City 


For More Information Circle No. 239 
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How Long 


Should Records be Kept? 
ire me me 


ekede) 40-3 am a3 1 t- 


Now 

available— 

ovr Manual of Re- 

cord Storage Practice 

with Retention Periods for 

general business and banks. It 

tells a simplified story of record 

procedure and an easy-to-do 

storage plan for inactive records. 

A VALUABLE GUIDE FOR 

EVERY BUSINESS. For your 

FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept.o-| 
720 S. Dearborn St., Chicago 5, Illinois 
For More Information Circle No. 390 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 

Stock Rooms, Vaults. 

Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 13 heights 4 

Send for Circular 

56-0 and prices. 


. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 


, Chicago 40, II. 
For More Information Circle No. 391 


Brake 


clocks, 


accessories 


| dars, lamps, smokers’ stands and 


picture frames. Descrip 


tions and prices given for 85 items 


To 
listed 


are 


in from one and 


All 


six patterns eight 
and 


a copy, 


finishes. items, patterns 


For 


finishes are in stock. 


I open 
Circle No. 410. 
Forms Design 

Co., 
Md., 


‘* Saving 


ol4 


has 


Business Forms 
Ave., 
published a 24 


Time 


Baltimore 
Baltimore 29, 
booklet, 
with 


Frederick 
page 
Costs Business 


and Reducing 


S, Ving 


ang Ting es 


"eine 
Wit Ne 


Forms,’’ which contains ease histories of 


actual situations where redesigned forms 


saving time and reducing 
costs. The 
of office procedures. For a 


of the booklet, Circle No. 168. 


resulted in 


oftice situations cover a wide 


variety copy 


For Accountants 
Rand Div., Sperry Rand 
Fourth Ave., New York 10, 


a manual deseribing various 


Remington 
315 


offers 


Corp., 
N. Y., 
applications of Remington Rand’s Model 
Printing Caleulator. Entitled ‘‘ Meth- 
Efficient Figure 
number of indi 
the use of 
include: profit 


ledger 


Qy 


ods and Procedures for 
work’’ it contains a 
vidual brochures 
this 


and 


outlining 
machine. Subjects 


loss statements, extending 


and solv 


ing equations, averaging prices for in 


balances, computing discounts 
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YOU PAY FOR iT WHETHER 
YOU BUY IT OR NOT! 














Save costly, time-consuming ‘'farming-out."' The 
small investment in a PIONEER PAPER DRIILL is 
soon repaid and then goes on making money 
for you instead of someone else. Anyone can 
operate. A production machine with such quick 
set-up that short runs are a special delight. The 
best value of all time. Accessories for cornering, 
slotting and slitting. Write for literature today. 


PItTON EER 


1130 NEBRASKA ¢ TOLEDO 7, OHIO 





For More Information Circle No. 403 


no NOW! 
RUBBER = BANDLE 


INCE) «= PAPERS 
messy FASTER 


SPONGES! §= with amazing 


SORTKWIK 


Greaseless . . . Stainless . . . Convenient 

Creates tacky film on fingers ...makes 

paper handling easier, faster, cleaner. 

At your stationer or send $1.00 for TRIAL 

OFFER of two full size containers . .. 
TODAY! 


c 


= 
LEE PRODUCTS CO. 
2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN. 


For More Information Circle No. 404 
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for carbon-interleaved forms 


For the Office That Needs Additional 
Stenographic and Typing Help at a 
Low, Low Cost 


TWO SIMPLE STEPS: 


. Dietate correspondence, re- 
ports, ete., on a modern, 
portable DeJUR Stenorette 
dictating machine we pro- 


vide FREE, 


2. Our messengers pick up and deliver 
work daily — neatly and accurately 
typed ready for signature. 


For full details, please call or write. 
There is no obligation. 


Service available in New York City only. 


MECHANICAL SECRETARY 
1123 Broadway, New York PHONE CH 2-2805 


For More Information Circle No. 405 


THE NEW POWERMARK 
NUMBERING-DATING 
MACHINE 


HAS POWER FOR PRINTING 
. . « POWER FOR INKING 


invoices, insurance 
certificates, purchase orders. 
Anyone can operate the 
Powermark to print client 
numbers, identification codes 
check numbering, inspection 
coding, etc. Machine num- 
bers consecutively, repeat or 
duplicate, Easily prints 8- 
copy carbon-inter- 
leaved sets. Can 
be furnished to 
meet any individual 
requirement such 
as remote trig- 
gering and 
automatic 
feeds. Write 
for complete 
data. 


FORCE WESTERN, Inc. 


434 S. Wabash Ave., Chicago 5, Ill. 








TYPE CLEANING MADE EASIER 


with the amazing 


it 


CLEANS 
© Typewriters 
* Billing Machines 
* Adding Machines 
* Addressing Plates 
© Marking Devices, ete 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Typists and business 
machine operators want 
*Norto Plastic Type Cleaner 
—It's easy to use—no mess 
—n0 liquids to spill 


Free sample sent ypon request 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 


For More Information Circle No. 341 


Folds 
120 letters i 
<< 


PORTABLE 
FULLY GUARANTEED 


old-O-matic 
DESK MODEL FOLDING MACHINE 
DUPLICATING EQUIPMENT AND SUPPLIES 


PRINT-O-MATIC CO.,INC. Chicago, Illinois 











For More Information Circle No. 342 


BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 
sd 
Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 
* 





ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 
. 
We Feature 30 Day Delivery — No Order Too Large 


The Duplicate Forms Co. 
STATION STR MENTOR, OHIO 
For More Information Circle No. 343 


WORLD’S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


For More Information Circle No. 344 
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ventory control, payroll computation, 


percentages of 
decrease, analyzing balance 


prorating, determining 
increase or 
sheets, analyzing statements, and figur 
For a copy, Circle No. 420. 


ing interest. 


Paper Cutters 
Challenge Machinery Co., Grand Haven, 
Mich., eight-page booklet de 
scribing the Series of Challenge 


offers an 
new H 
Power and Lever Paper Cutters in the 


Also 


advantages of 


19” through 30” sizes, included is 


helpful 
power, information on choosing the cor 


information on 


rect paper cutter size, how small cutters 
meet the needs of various types of oper- 
well as the 14 

Series H 
a complete description of 
19%’ 
Paper Cutter as well as the 26%” and 


sizes. For a copy, Circle No. 169. 


Need for Credit 


mntinued from page 96 


ations as new operating 


features of the cutters. In 
also 1s 


eluded 


the exclusive Challenge Power 


» ” 
30% 


not only train the worker but also learn 
for which job she has the best aptitude. 

Many times we engage a young lady 
direct from grade school and with the 
identical training program develop her 
abilities so that she can make the same 
progress as the others. We try to make 

work duties on the 
basis of importanee. As the person 
goes to a new job, the change consti- 
tutes a promotion and the compensation 
increases with that change. 

Our ultimate goal is to develop the 
individual’s capabilities to the point 
where she can handle collections her 
self, write her own letters and answer 
correspondence, especially on_ install 
ment accounts. The same type of pro 
gram is also used for male employees, 
except that we try to provide 
form of supervisory responsibility for 
each, so the changes in jobs are slower 
for the men. 

In every instance, direct interest must 
be taken in the welfare of the employee. 
We keep a continuing and complete 
record of the progress of each individ 


the suecession of 


some 
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ual, to make certain that no one is by- 
passed in the making of changes. 

Much can be done by management to 
develop loyalty in an employee and to 
improve his or her efficiency. Good 
working conditions must prevail. The 
office area must be well planned to 
avoid crowding and prevent unneces- 
sary steps. Modern furniture is essen- 
tial, with comfortable seating, proper 
adjustment levels of chairs and desks. 
An adequate, non-glare lighting system 
is very important. Of course, up-to- 
the-minute machine equipment is a must. 

Every effort should be made to help 
the individual to a feeling of belonging 
in the organization. Too many man- 
agements fail to confide in their em- 
ployees; let them know what their com- 
pany is doing within the organization, 
what is planned in new products and 
services to the public. Some matters 
must, of course, be labeled “confidential” 
but there are many others regarding 
which management can and should keep 
the employees informed. This inevita- 


CHESHIRE 


LABELING 
MACHINES 


Puts a 

label on 

every piece. 

Gives you positive 
coverage of your lists 
every time! 


bly makes for esprit de corps and the 
greater efficiency that goes with the 
knowledge that management recognizes 
one is contributing to the success of the 
company and so, in effect, is a “partner” 
in the concern. 

Management must 
incentives for increased efforts. What 
those incentives should be will depend 
upon the nature of the operation, but 
the end result should show itself tangi 
bly in benefits to the individual, whethe1 
in the paycheck, in special privileges 
or other considerations. 

Obviously the office manager and the 
eredit executive worthy of the title 
should coneurrently be improving their 
own qualifications, acquiring a greater 
understanding for maximal fulfillment 
of their duties and functions, working 
closely and sympathetically with other 
departments. 

Basically, billings and notifications to 
customers, whether written or oral, must 
be clear and complete. Sometimes it is 
advisable that the manager discuss per- 


prov ide adequate 


And fast! Up to 18,000 an hour! 
Jobs go out right — right on time 
— at lower costs. Let us show 
you how CHESHIRE will improve 
your mail methods — pay for 
itself in savings. 


RIGHT FOR 
@ Magazines @ Catalogs 
@ Newspapers @ Direct Mail 
@ Booklets @ Postcards 


Write today for full details! 


Mailing Machines, Inc. 
1644 N. Honore St., Chicago 22, Illinois 


For More Information Circle No. 351 
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R ORIGINALS 


FO 
AND CAR 


3) 0S.A.7066 


BONS 


© 


good-bye 
mistake! 


with A.W.Faber’s 


ERASERSTIK 





you erase without 


ea) 
> 
D 
2) 
¢ 
8 
if 2 
| @ 


ALL SERVIC 





HSERSTIK 





a trace 


Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 
EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 
EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser. 


With 
brush 20¢ 


Without 
brush 10¢ 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK.3,-N. J 


For More Information Circle No. 338 
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sonally with the customer the kinds of 
information the latter should have to 
expedite the handling of his own records. 
The credit executive should keep in step 
with the trend to visit the customer as 
his consultant and advise him in finan- 
cial management to the profit of both 
the account and the supplier. 

Finally, for the office and credit ex- 
ecutive there is no substitute for a con- 
tinuing program of education, not only 
to improve the production record of the 
department but to prepare for the next 
step up the executive ladder. The for- 
ward outlook, which the high command 
has a right to expect of its managers, is 
logical and thinking and 
acting. 


progressive 


“Slightly Automated” 


ntinued from page 87) 

obtain total main- 
tenance and operating costs. This is a 
tremendous job, and the necessary time 
ag obviates much of the value of the 
data. <A procedure has been devised 
whereby operating data obtained by the 
agencies will be transmitted to the ma- 
chine accounting’ service and transferred 
to punched cards. By this procedure, 
complete current and accurate data will 
immediately be available. In addition to 
regular monthly and periodic reports, 
special analyses and comparisons can be 
made available as needed. 

The possibility of instituting punched 
card inventory control for automotive 
parts is under continuing investigation. 
To date, it has not appeared to be econ- 
omically feasible. 


agency records to 


rhe division of buildings management 
is responsible for the maintenance and 
operation of 54 city-owned buildings. 
To effectively control and schedule work, 
detailed operational and cost data are 
essential. This would entail an impossible 
job if done manually. By use of the 
punched card system, periodic analyses 
are regularly furnished giving cost and 
operational information by building, 
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character of work, craft and project. 
Basie data is forwarded to machine ac- 
counting service, and cards punched 
and processed as specified. The avail- 
ability of accurate detailed information 
makes possible decisions based on fact 
rather than “seat of the pants” guesses. 

The city’s central warehouse operates 
on a revolving fund, and covers a broad 
range of general use and _ specialized 
commodities. They stock more than 4,500 
different items and do about $400,000 
worth of business annually. At present, 
the relatively small volume, coupled with 
the city’s fiscal and organizational set- 
up, has made the use of punched card 
inventory control bookkeeping and in- 
voicing impractical. However, changes 
are being developed which will probably 
make use of the tabulating system very 
desirable or even necessary. 

Consequently our warehouse staff has 
maintained close contact with develop- 
ments in this field and has established a 
system which can be readily converted to 
punched ecards. All commodities are 
coded, using a numerical system which 
ean be expanded to inelude any number 
of items. 

In the purchasing and contracting 
operation, the use of the punched card 
system is not considered practical at 
present. However, if additional use is 
made by the central warehouse and the 
division of automotive maintenance, a 
preponderance of all bookkeeping and 
accounting can be done in this manner. 

Purchase orders are now being written 
on an IBM Formswriter, using a six- 
part fanfold form. An order has been 
placed for a Friden Computyper to re- 
place this unit. A change of procedures 
and revision of forms will make possible 
the elimination of manual computation of 
extensions, totals, discounts, ete., and 
the checking thereof. This will make un- 
necessary the typing of any figures ex- 
cept the quantity and unit price. It is 
estimated that this new equipment, with 
revised procedures, will save more than 
40 manhours per week. 

Another item has greatly relieved the 
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FAST!! SAFE!! 
FILING—FINDING 


USE 


ATLAS VERTICAL 
FILING SYSTEMS 


FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete Catalog 


ATLAS HANGERS 


A Type for 
Every Need 


Choose the hanger 
best for your re- 
quirements. 


DNP (illustrated) 
Nega-Plate envel- 
ope hanger for off- 
set plate and nega- 
tives 
SH for serrated edge 
offset plates 
PH for pinhole edge 
offset plate 
DSH for standard stencils 
DGR for foreign heading stencils 
PSC for offset plates, negatives, stencils, 
etc. 
GIH Gripdex for group and specialty 





ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 


For More Information Circle No. 285 
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NEW SCHWAB, ECONOMICAL 


FIREPROOF 
FILING CHEST 7 


Ideal for small offices and professional busi- 
nessmen, this unit carries a Schwab certified 
label for one-hour fire protection. Equipped 
with 25 hanger file folders, its inside dimen- 
sions are 13" wide, 19" long, 10!/2" high; 
weighs 110 Ibs. Can be ordered without 
folders. 
DEALERS: Write for full information. 


SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 
For More Information Circle No. 181 





SPEEDLINER DUPLICATOR 


Prints from 1 to 5 colors at one time 
without ink. No muss, no fuss. Turns 
out copies quick when you need them. 
Takes any size from post card to 8!/2x14. 
Prints 40 to 60 copies per minute. Easy 
to use—anyone can run it. The Speed- 
liner is a sturdy compact machine that 
will give you years of service. Price only 
$74.50 plus $4.47 federal tax. 


Write for Free Information 


and Name of Nearest Dealer. 


SPEEDLINER COMPANY 


Dept. O06 
4404 N. Ravenswood Ave. Chicago 40, Ill. 


LOngbeach 1-3938 











For More Information Circle No. 182 
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GINGHER 
WARDROBE RACKS 


for the organized office 


An office can be only as effi- 
cient, and a waiting room only 
as neat, as its furnishings per- 
mit. Nothing detracts so much 
as coats and hats dropped on 
chairs or hung on old-fashioned 
hall-trees. A line to Gingher 
will bring a quick solution to 
your problem. 





30 SECOND ASSEMBLY 


No nuts, bolts or screws. In- 
; sert upright post into base and 
slide top over post. Sturdy and upright; ‘no 
wobble, Units can be locked together instantly 
side by side and/or back to back or changed 
to any desired arrangement. 


Many other designs 
and capacities avail- 
able. 


Space Master 
VALETS 


314-328 DEPOT ST., SCRANTON 9, PA. 


For More Information Circle No. 183 


Send For Literature 


DEPT. 0-17 


inest 
wood office furniture 
by WORDEN of HOLLAND 


260 OH Desk 
66" x 42" 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


the 


WORDEN company 


he) ie) 


MICHIGAN 
For More Information Circle No. 184 
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workload of our typing staff. It is a | 


small office photocopying machine ( Rem- 


ington Rand Transcopy). Except for | 


rush jobs, letters and documents are 
grouped together and copied once a day. 
This saves many hours of typing and 
enables us to make information avail- 
able which would otherwise be 
impractical. 

The foregoing illustrations indicate 
why we say we are “slightly automated”, 
and I’m sure some ot our good friends, 
if they read this far, will say, “Why, 
that’s not automation at all.”’” We won't 
argue, but will go back to our original 
claim that, “Automation is a state of 
mind.” We are prepared to use any 
modern technological advance if it meets 
the following test: 

1. Will it do the job required? 

2. Will it do the job quicker ? 

3. Will it do the job more econom- 
ically? 

4. Will it do the job with less person- 
nel? 

5. Will it furnish currently unavailable 
information ? 

6. Will basic data be usable for multi- 
ple purposes? 

Or, to quote again the motto of the 
National Institute of Governmental Pur- 
chasing, will it enable our department 
to give more value for the tax dollar’? 


Group Appraisal Method 


(Continued from page 76) 


various forces which strain to pull the 
total in their particular direction. These 
forees differ between organizations and 
even differ at different times in the 
same organization. These factors make 
each situation unique. 

These two factors—the difficulty of 
understanding the individual and the 
organization—preclude the institution 
of a “pat” answer to our human rela- 
tions problem. A technique or policy 
which may work in one situation at a 
particular time may not 


THe Orrice—January, 1957 





necessarily | 


write for 
discounts 


get LONGER life 
from loose leaf equipment 


| made better by Ceseo 


Cesco 
users 
stay 
"sold" 
year 
after 


year! 


More "mileage" from Cesco equipment keeps 
our customers "sold". It could pay you to find 
out more about Cesco and about the savings 
possible through our quantity discounts. 


ATTACH TO YOUR LETTERHEAD 


Check catalogs wanted 


. Multi-Rite Pegboard and 
Strip Accounting Systems 


Post and Sundry Binders is 
. Ledgers and Sundry Binders ......... 
Prong Binders 
... Transfer Binders 
. Ring Binders 


. Visible Record Equipment and 
Forms 


. Catalog and Advertising Covers 


. Business Forms, Stock Forms or 
Custom printed 


. Payroll Records .. 
. Binders for Marginal Punching 


| 

a 1 
THE C. E. SHEPPARD CO. 
| 


44-19 2ist St., Long Island City 1, N. Y. 


For More Information Circle No. 340 


Section 
A 





for type that 
sparkles like 


\\ 


rm 


\\\\ 
\ 


WHY 


SS 
sss 
Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-blue carton on 
your dealer's shelves. 


CONTAINS NO CARBON-TETRACHLORIDE 


69¢ at all stationers and typewriter dealers 


For More Information Circle No. 382 


ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 
Headings On 
Work Sheets 
Accounting & 
Tabulating 
Forms 
INDISPENSABLE FOR 


MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 395 
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| work in 


| of a complex solution. 


| on the 





| of four persons, all from a higher 
| agement level than the individual being 


| of the individual 


another — situation. Many 
people believe that this complexity re- 
quires the development and application 
I do not believe 
this is necessarily so. I believe the 
solution is relatively simple to enunci- 
ate but difficult to achieve. The answer 
is in understanding. We must under- 
stand both ourselves and others—as in- 
dividuals and group—to 
achieve This 
must be passing 


members of a 
human relations. 
understanding and not 


eood 


| of judgment. 


Many technical books 
that understanding 
but few attempt to explain 
how to get the understanding. They 
poi out that individual must 
an opportunity to gain an under- 
feelings, values, 
udices. He must gain an 
feels, believes and 
es. He must under- 
vidual involvement in a situ- 
hat effect his have 
The books explain that by 
individual 
will meet the paramount requirement of 
understand others. The means 
this could be aecomplished is 

left to individual devices. 


This is not easy. 
subject state 
iS necessary, 


each 


g of his present 


| pre 
l TY 


actions 


understand one’s self, the 


whereby 
largely 

Based on personal experience, 
thod in which this under- 
achieved—the group ap- 
The technique consists of four 
(1) appraisal, (2) -review, 
discussion, and (4) development. I 
briefly review each of these and 
explain how, in my experience, they 
can produce the understanding which 
necessary in this complex and 
diffieult age. 


I pro- 
pose one meé 
standing can be 
praisal, 

elements: 
(3) 
will 


Ss SO 


1. The appraisal is the evaluation of 
an individual’s performance, qualifica- 
tions and potential, made by a group 
man- 


appraised. The chairman of the ap- 
praisal group is the immediate superior 
being appraised; the 
others are persons familiar with the in- 
dividual and his work. In the appraisal 
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Improved 


CLIX 


1-HOLE 
ER 
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discussion, the appraisers concern them- 
selves with such questions as the indi- 
vidual’s training and experience, mental 
competence, physical characteristics, 
personality and temperament interests 
and motivation, job performance, 
strength, weaknesses and potentiality for 
advancement. A recorder summarizes 
in writing the significant findings 
brought out in the discussion. A sum- 
mary appraisal sheet, which represents 
the unanimous agreement of all the ap 
praisers, is then prepared. 

2. The review is the process whereby 
higher management is given an account 
of the results of the appraisal by being 
told of the performance and potential of 
staff members. It emphasizes the im- 
portance top management attaches to 
the total process and permits an evalua- 
tion of the validity and worth of the in- 
dividual appraisals. The review is a 
straightforward procedure whereby 
office or division heads report appraisal 
results to a higher management review 


o>o> HEARD 


THE 


level. The reviewing level may raise 
questions about the data to determine 
whether an objective appraisal 
been made of the person being discussed. 
The reviewing level neither accepts nor 
rejects the appraisals but may make 
recommendations about organization 
changes; means of improving supervi- 
sion; changes in policies, methods, work 
schedules; or means of strengthening 
future appraisals. 
3. The discussion 


has 


tells the individual 
how he has been appraised. He is told 
by his superior what is expected of him 
and how well he is fulfilling these ex- 
pectations. The individual is permitted 
to question the appraisal and state his 
own feelings about his work, the or- 
ganization and related matters. It af- 
fords the superior an unparalleled op- 
portunity for constructive guidance of 
the individual in the best interests of 
both himself and the organization. 

4. The deve lopment of the individual 
helps him improve his job performance 
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and his progress in the organization, 
and to develop insight into his strengths 
and weaknesses. This development may 
be accomplished on the job, or it may 
require outside activity on the part of 
the person being appraised. ‘This 
phase is the key to improved organiza- 
tional health and stability. The indi- 
vidual’s superior must make frequent 
reference to the appraisal results so 
that he can take action and recommend 
needed development to the individual, 
assist him with counsel and discuss his 
progress. 

That briefly is the technique. Too 
often we talk glibly about the impor- 
tance of the human factor and too sel- 
dom do we recognize a human problem 
for what it is, and deal with it as such. 
There has been too much theorizing and 
not enough understanding of a concrete 
human total situation in the terms that 
caused and produced it. Such a con- 
sideration should not be in abstractions 
or word juggling in a pseudo-scientific 
manner. It should not be interested in 
a person’s mind in general, but rather 
what is influencing and affecting a par- 
ticular person—a person with a personal 
history who was brought up in a par- 
ticular family with particular relations 
to the community; one with his own 
hopes, fears and sentiments. This par- 
ticular person is in some particular place 
in the organization which brings him 
into association with particular persons 
and groups of people. This social set- 
ting makes particular demands of him 
and he in turn makes demands of the 
situation. This explains his behavior. 

The group appraisal technique is a 
practical approach to achieving this un- 
derstanding of a specific individual in 
a specific job. The particular person is 
appraised in terms of a particular job 
and demands of that job. What he 
brings to the job, his relations in the 
job, the demands on him and demands 
he makes, are all weighed. Every at- 
tempt is made to understand the total 
individual. In the effort to understand 
another, the appraisers begin to under- 
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stand themselves as well. As one ap- 
praiser noted: “It’s like putting a 
mirror in front of me and looking at 
myself for the first time. I saw my 
own deficiencies and, as a result, un- 
derstood another’s better.” 


Understanding is further highlighted | 
during the discussion and development | 
phases. The individual gains a new in- | 
sight of himself. He is told how others | 


see him and he begins to re-evaluate 
his own view of himself. Not only does 
he gain an understanding of himself 
and others but he understands his job, 
his organization and relationships with 
others. As a result of this understand- 
ing, communication is made more ef- 
fective; the opportunity to exercise 
leadership is made possible; individual 
and organizational objectives are made 
compatible; and good human relations 
are insured of success. 

This technique was adopted in one 
of our Washington offices in the Navy 
Department three years ago. More 
than 100 people employed in this or- 
ganization in a salary range between 
$4,500 and $12,000 per annum were 
appraised. The results were dramatic. 
The employees in every case, being 
made aware of their shortcomings by 
their fellow associates, took active steps 
to improve those weaknesses. At the 
same time they even strengthened their 
“long suits.” Just think what would 
happen in your particular company if 
every employee in a single year signifi- 
cantly improved only one of his or her 
weak points. 

The ease with which we develop solu- 
tions to the many and varied atomic 
age problems will largely depend on 
how effectively and cooperatively we 
get people to work together. Effective 
human relations practices will accom- 
plish this. The chief prerequisite for 
good human relations is understanding, 
both of ourselves and others. Only in 
this manner will we be able to under- 


stand and practice the true principle of | 


human relations, “Do unto others as 
you would have them do unto you.” 
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stand themselves as well. As one ap- 
praiser noted: “It’s like putting a 
mirror in front of me and looking at 
myself for the first time. I saw my 
own deficiencies and, as a result, un- 
derstood another’s better.” 

Understanding is further highlighted | 
during the discussion and development 
phases. 
sight of himself. He is told how others 
see him and he begins to re-evaluate 
his own view of himself. Not only does 
he gain an understanding of himself 
and others but he understands his job, 
his organization and relationships with 
others. As a result of this understand- 
ing, communication is made more ef- 
fective; the opportunity to exercise 
leadership is made possible; individual 
and organizational objectives are made 
compatible; and good human relations 
are insured of success. 

This technique was adopted in one 
of our Washington offices in the Navy 
Department three years ago. More 
than 100 people employed in this or- 
ganization in a salary range between 
$4,500 and $12,000 per annum were 
appraised. The results were dramatic. 
The employees in every case, being 
made aware of their shortcomings by 
their fellow associates, took active steps 
to improve those weaknesses. At the 
same time they even strengthened their 
“long suits.” Just think what would 
happen in your particular company if 
every employee in a single year signifi- 
cantly improved only one of his or her 
weak points. 

The ease with which we develop solu- 
tions to the many and varied atomic 
age problems will largely depend on 
how effectively and cooperatively we 
get people to work together. Effective 
human relations practices will accom- 
plish this. The chief prerequisite for 
good human relations is understanding, 
both of ourselves and others. Only in 
this manner will we be able to under- 
stand and practice the true principle of 
human relations, “Do unto others as 
you would have them do unto you.” 


THe Orrice—January, 1957 


The individual gains a new in- | 


Have You Heard About . . Have You Seen 


CONVOY “Chem-Board”’* 


RIGID, PERMANENT, INEXPENSIVE 


i — storage FILES 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 

fronts make them suitable 

even for ‘front-office’ use. 

Available in letter, legal, 

check, deposit slip, tab card 

and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


Station B, Box 216-H 
CANTON 6, OHIO 


For More Information “Circle No. 264 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER Q 
or CANVAS & LEATHER 
Write for Circular 
jl and Prices 
. CAN-PROG,.. 


32 & MeWHLLIAMS ST 
FOND DU LAC, Wis 





For More Information Circle No. 265 
241 








SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MONT ine 


21 WEST STREET, NEW YORK 6, N. Y. 

















TELEPHONE HANOVER 2-5425 





For More Information Circle No. 270 


THe Orrice—January, 1957 





stand themselves as well. As one ap- 
praiser noted: “It’s like putting a 
mirror in front of me and looking at 
myself for the first time. I saw my 
own deficiencies and, as a result, un- 
derstood another’s better.” 


Understanding is further highlighted | 
during the discussion and development | 
phases. The individual gains a new in- | 


sight of himself. He is told how others 


see him and he begins to re-evaluate | 


his own view of himself. Not only does 
he gain an understanding of himself 
and others but he understands his job, 
his organization and relationships with 
others. As a result of this understand- 
ing, communication is made more ef- 
fective; the opportunity to exercise 
leadership is made possible; individual 
and organizational objectives are made 
compatible; and good human relations 
are insured of success. 

This technique was adopted in one 
of our Washington offices in the Navy 
Department three years ago. More 
than 100 people employed in this or- 
ganization in a salary range between 
$4,500 and $12,000 per annum were 
appraised. The results were dramatic. 
The employees in every ease, being 
made aware of their shortcomings by 
their fellow associates, took active steps 
to improve those weaknesses. At the 
same time they even strengthened their 
“long suits.” Just think what would 
happen in your particular company if 
every employee in a single year signifi- 
cantly improved only one of his or her 
weak points. 

The ease with which we develop solu- 
tions to the many and varied atomic 
age problems will largely depend on 
how effectively and cooperatively we 
get people to work together. Effective 
human relations practices will accom- 
plish this. The chief prerequisite for 
good human relations is understanding, 
both of ourselves and others. Only in 
this manner will we be able to under- 
stand and practice the true principle of 
human relations, “Do unto others as 
you would have them do unto you.” 
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S, Calif. Business Show 


The 10th Annual Southern California 
Business Show, sponsored by the Los 
Angeles Chapter of National Assn. of 
Cost Accountants, will be held in the 
Ambassador Hotel, Los Angeles, Feb. 19- 
22. With available space sold out far in 
advance of the opening, this promises to 
be the outstanding west coast show of 
the year, designed to present the latest 
in office machines, equipment and mate- 
rials available to business and industry. 
Annually the show attracts 
and key personnel from thousands of 
business and industrial firms. Last year’s 
show drew over 15,000 people, represent- 
ing about 8,000 different firms. Here, 
under simulated office conditions, visitors 
can inspect an impressive array of equip- 
ment and methods designed to reduce cost 
and increase efficiency. Over 60 different 
companies will demonstrate 1500 dif- 
ferent types of office machinery. 

The Los Angeles Chapter of NACA has 
over 1000 members and is one of 129 
chapters, international in scope, compris- 
ing an organization of 40,000 
members. 


executives 


over 


Chicago Seminar and Show 

The Office Management Assn. of Chi- 
cago (Chicago Chapter of National Office 
Management Assn.) will hold its 15th 
Annual Chicago Seminar at the Conrad 
Hilton Hotel “March 11-14, The seminar 
is co- sponsored by Northwestern Univers 
ity and held in conjunction with a large 
business show. The seminar program will 
include 13 top office management experts 
who will present proven ideas on how to 
eut costs by labor turnover, 
improving hiring practices, making train- 
ing more effective, raising morale, han- 
dling voluminous records, modernizing 
communication and upgrading  super- 
vision. The business show is the biggest 
held in Mid-America. Full information on 
the seminar and show can be had from 
OMAC, Dept. O, 105 W. Madison St., 


Chicago 2 


reducing 


Farmers Group Has Computer 


The Farmers Insurance Group com- 
pleted installation of an IBM 705 in its 
head office at Los Angeles in only five 
weeks. Programming was started in 1954 


| 


Southern California Business ll committee, |. to r.: Dwight L. Kerley, Ernest R. Wolfe, Robert 
D. Jackson, Betty Louviere, Calvin P. Andrews (general show chairman), Alvin C, Pritchard, 
and John D. McGah. 
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and 1955 by four men with punched card 
accounting The 
house the computer was constructed with 


backgrounds. room to 


air-conditioning and electrical work, at 
an approximate cost of $53,000. This was 
the first such machine west of Chicago. 
It is used to record and apply transac- 
tions affecting policy-in-force files, pro 
vide sales and loss ratio statistics, pre- 
pare premium notices for policyholders, 
commission 


and compute and prepare 


statements for the agency force. 


Automatic Data Processing Film 

{ 16mm. sound and color film showing 
how office machines and equipment pro 
duced by 14 leading companies may be 
integrated into an automatic data tran- 
offered by Nationa! 
Office Management Assn., Willow 
Pa. Entitled, ‘‘Integrated Data Process 
’? it shows how memory storing tapes 


scribing system is 


Grove, 


ing, 
or ecards reduce duplication of 
manual operations 
error. The 
manual procedure for an order-entry sys 
equivalent 


costly 
subject to human 
35-minute film compares a 


tem with an automated 


system. 


Leaves Teaching for Consulting 


After 38 years of teaching, Dr. C. C. 
Crawford leaves the University of South 
ern California as Professor Emeritus to 
become a full-time consultant. His buzz 
write workshops have proved so success- 
ful that he will conduct them for business 
and industrial firms. He will describe his 
technique, as applied to office personnel, 
in a future article in THE OFFICE. 


Employee Training 
On Men to 
new idea for 


rain Your Them- 


training sales 


Train 
selves,’’ a 
and other personnel announced by Gor 
& Associates, 
ment consulting firm, is implemented by 
two series of bulletins: ‘‘Supplements’’ 
for sales personnel and ‘‘ Monographs’’ 
for other personnel in executive, super- 
visory, office and production 


don L. Mattson manage- 


sapacities. 
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In addition the firm is offering tw 
ing programs: ‘‘Professional Sell 

for sales personnel, and ‘‘ Creative Lea 
ership’’ for other personnel. The purposs 
of both series of bulletins is to motivate 
and guide people to improve themselves 
for better future They are 
motivated their 


experiences, new opportunities which car 


progress. 
to discover, from work 
help them grow. They are 
fron other 
information, skills and techniques whicl 


helped to ob 


tain, training opportunities 


ordinary trainees fail to acquire. Tl 


bulletins and training programs are not 
substitutes for other training efforts. lh 
from Gordon L. Mattson & 


Associates, 105 W. Monroe St., Chicag 


formation 


Super Computer for AEC 
The Atomie 


International 


Energy Commission and 


Machines Corp. 
IBM wil 
general-put 
installation at 


Business 
signed a contract under which 
begin developing Stretch, a 
pose super computer, Io! 
Los Alamos Scientific Laboratory. Gen 
eral 


performance wou 


make it between 100 and 200 times faster 


specifications 


than present comparable general-purpose 
computers and permit it to solve problems 


of greater scope and complexity. 


Kentucky Exhibit 
The 

countants, in conjunction 

19-2] 


equipment 


Kentucky Society 


Convention June 
will hold an 
formation, 


write Carl 


Fourth Ave., Dayton, Ky. 


Records Management Seminar 
The North 


western weekly 


School of 
University 
dinner-seminars in 


Commeree of 
offer 
Management, 


will 

Records 
starting in February, for the convenience 
of executives in the Chicago area. Tuition 
for the twelve session series to he held 


from 6 to 9 p.m. on Tuesdays, is $7 


For information, write Henry E. Theo 


bald, School of 
University, 339 E, 


Northwestern 
Chicago Ave., Chi 


Commeree, 


eago 11. 





Microfilm Applications 


Continued from page 134) 
administration are available to alert 
management. A few are: 

1. Paper reproduction of files at full 


or reduced size through the medium of 


microfilm and continuous xerographic 
reproductions on a wide range of un 
sensitized paper lower 
than any other photographie method. 

2. Elimination of the tracing step in 
the engineering drawing by microfilming 
the draftsman’s pencil copy and en 
larging the film on translucent photo 
graphic paper. 

3. Journal type listings such as order 
listings, eyele billing, library book 
charging, copy ing of documents between 
sorting operations to provide more than 
one file sequence for records. 

4. Transcription operations such as 
copying of official government records 
needed for business uses: deed recordings 
in the courthouse for use in the title and 


stocks at eCoOst 
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1Z 
QU ALITY -.. False 
m contin A LI 
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1. Quality to every 
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forms , 
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3. Direct a timeauct- 
printed pro ' 
Mark © 


Quality . 


nts for eS 
the cost Cas 


abstract business, certification 
tions in the microfilming of students 
grade records to provide a negative 
which can be used not only for security 
but for quality low cost grade trans 
scripts, ete. A 

It is practical to invest in a battery 
of readers. Readers unlike most bus! 
ness machinery have an exceptionally 
long life since there are almost mm 
moving parts and hence the monthly 
depreciation is low. Tremendous savings 
in labor and material used in microfilm 
systems over conventional reference 
methods will pay for many readers in a 


opera 


short time. Office staff acceptance is di 
rectly related to the reduction ratio of 
the microfilm and the proper 
ot viewers. 

Microfilm is suitable for publication 
and distribution of multiple copy in- 
formation. Business now has an answer 
to the rising cost of publication of per- 
manent type reference material, through 
microfilm in the form of microprint 


selection 





wo 





1735 €. 30th STREET 
CLEVELAND 14, OHIO 
Sales Offices and Dealer 


in Principal Cities 


For More Information Circle No. 432 
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is well known that the break 
even point of conventional printing on 
short runs of under 25-500 can be pro- 
duced very economically in card form 
containing microfilmed images, legible 
titles, and even punched card searching 
aids. Examples of this type of applica- 
tion are found in the distribution of 
research data, service drawings, bulletins, 
directories, master catalogs, parts lists, 
compiling of complete libraries and many 
others. These services are usually per- 
formed by a qualified service company. 


ecards. It 


Department Stores 


(Continued from page 104) 


records on the asset side of the business, 
and to accounts payable on the credit 
side; the tabulations of customers’ pur- 
chases from sales slips to bills and ac- 
counts; the inevitable payroll account- 
ing and distribution to the buying, sell- 
ing and other clerical costs of merchan- 
dise departments, and to the many types 
of non-selling operations. 

The introduetion of cash registers for 
tabulatine cash transactions was a great 
advancement some years ago in ob- 
taining total sales by registers. Now 
registers that could not tabulate sales by 
departments and by clerks as well, would 
carry little appeal to department store 
managers. The not-too-reeent innova- 
tion of tabulating all sales on the eash 
registers, known as floor audit or reg- 
ister audit, has produced a more rapid 
method of summarizing sales by depart- 
ments and salespeople, but has not 


helped as yet in the tabulation of the | fF 


stock changes previously discussed. 
What the department and_ specialty 
store trade awaits from electronic data 
processing is equipment for point-of- 
sale tabulation. This in its ultimate 


refinement will create, from the counter | 


at which the article is sold, impulses 
which will record ‘the sale, post the 
charges to customers’ acounts in the 
office, credit the inventory of that par- 
ticular item and adjust its other infor- 
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To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 























DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 








SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 


THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 
For More Information Circle No. 369 
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A few seconds here — 

a’ few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 

and home. 

Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


Sf 


Manufacturing Company 
Framingham, Massachusetts 


For More Information Circle No. 350 
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mation on stock records. This possibility 
already has been demonstrated, not 
necessarily as simultaneous recordings, 
but through the medium of punched 
tapes which can be applied to other 
processing equipment to accomplish in 
part the desired results. 


However, electronic tabulating equip- 
ment is expensive to obtain and to have 
continuously available. It is fast in 
producing data and, unless the volume 
of work is sufficient to keep it busy, its 
cost is beyond the ability of smaller 
stores to maintain. Since the vast ma- 
jority of department and specialty stores 
belonging to the National Retail Dry 
Goods Association are in the medium 
and smaller store class, this discussion 
of current methods would not be of in- 
terest unless it included some points in 
which these stores could benefit from 
the use of other kinds of modern equip- 
ment and methods. 

One basie principle which many 
stores have overlooked, and which has 
nothing to do with the proceeding dis- 
eussion, is that of making one record- 
ing serve several purposes. Illustrations 
of this ean be found in many phases of 
store and office procedures. One of the 
most simple is probably almost uni- 
versally used: preparing employees’ 
periodical pay and withholding slips, 
either by hand or by machine, simultan- 
eously entering the information on the 
employees’ individual earnings record 
and payroll journal. Another, not 
quite as self-evident but employing the 
same principle, is ringing the sale under 
a floor audit plan which can be adapted 
in the sales summary, or sales audit de 
partment, to produce not only the sales 
by departments and by clerks, but the 
controlling charges to customers’ ac- 
eounts. A still further example, used 
by many stores, is the use of multiple 
receiving slips or forms to furnish in- 
formation for purchase records, stock 
control and data for the accounts pay- 
able department. A careful analysis 
of the information required by individ- 
ual organizations, its source of origin 
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SMALL LARGE 
OFFICE OFFICE 


) lettersaday... or 5000! 








You need the “euUAl stenorette 


BAUNDI 


Only half the price of any other major e 30 minutes recording time on a single reel 
dictating machine—but with greater ver- of tape... 


satility ... e Every franchised DeJUR dealer main- 
One Stenorette can be used for both dic- tains instantaneous service for all his 
tating and transcribing... customers... 











Use the same magnetic tape over and over e Every executive can have two Stenorettes 
again... (for himself and his secretary) at less 
Make corrections and erasures directly on cost than even phone-type systems... 
the tape—without touching the machine... 


* 
High fidelity audio quality—completely ONLY $ 50 
private when earphones are used... 


a tn mm me em ener meme ree ne re cae cect ee a eee rere eee ey ana 


MAIL THIS COUPON TODAY! 





COMPANY 


Blvd., Long Island City 1, N. Y. 


Gentlemen: Please send me details on 
how a modern DeJUR Dictating Sys- 
tem can be installed at half the cost of 
any other system. cry ZONE STATE 





ADORESS 











1 

1 

1 

DeJUR-Amsco Corp., 45-01 Northern 
I 

I 

I 

| 

1 

. 


0-20 | 
— rem mmm mmm ee ee ee 
“Transcribing accessories at slight additional cost. Plus Federal Excise Tax. 
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MODERN WOOD BLOCK 
STAMP PAD! e*eeeees 


Fence SAMPLES gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


Dhillins =. 


PROCESS / CO. 192 miti st.. rocwester 14, N.Y 
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| 
| 
Outlives | 
Two ! 
Ordinary | 
Stamp | 
Pads | 
| 

! 


Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 
Ink dries instantly on paper 
yet never dries in the pad! 

Pad surface is always flat and 
firm does not collect lint! 


Ink cannot gush up between 
the type causing a blurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will mot stand on surface as 
with ordinary pad! 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


treewritee 
aiesce 


For More Information Circle No. 339 


and its ultimate function, can make a 
more efficient use of this simple prin 
ciple without additional cost. 

A discussion of expense savings 
ideas can be an almost endless affair. 
For many years in the last decade, the 
Controllers’ Congress has been gather- 
ine such ideas for discussion both in 
national and group meetings, and pub- 
lishes a compilation annually. Whereas 
some of these ideas are applicable to 
the larger organizations, the great ma- 
jority ean be adapted to stores of me- 
dium or smaller sales volume. With the 
apparent unlimited increase in operat 
ing expenses, it is most important that 
serious thought be given to all proce- 
dures to eliminate duplications, make 
more efficient use of time and labor, 
and the employment of equipment and 
mechanical devices. 


Result Is Important 


(Continued from page 110) 


only might participation be the means 
of developing more effective auditing 
operations, but there is the likelihood 
that recommended revisions might be 
built into the original programming, 
thereby saving much expensive time and 
delay. 

In the initial report of our research 
committee, it was concluded that the 
development of an internal auditing 
program for electronic data processing 
machines should include the following: 

1. Review and appraisal of controls 
and segregation of duties to: 

(a) Insure correctness and complete- 
ness of input data; 

(b) Preclude intentional revision of 
data. 

2. Review and appraisal of checks and 
controls built into machine programming. 
3. Review and appraisal of means 
taken to insure machine accuracy. 

4. Test checks of controls and records 

tracing from original source docu- 
ments and controls to completed machine 
data. 

Does the internal auditor need a de- 
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tailed knowledge of all aspects of elec- 
tronic data processing to discharge an 
audit of electronic machine operations 
in an acceptable manner? What is 
essential is a knowledge of what the 
program is designed to do—not neces- 
sarily how it does it. 

The utilization of machines does bring 
about some changes in the auditing pro- 
gram. Frequently this is a change in 
emphasis and not a change in the funda- 
mental requirements. Many things that 
machines are, and w “ill be, doing, bring 
about radical changes in office pro- 
cedures. Yet what has been accomplished 
is not so much a different result, but 
more efficient and effective method. The 
mechanies have been drastically altered 
to accomplish the same job. In fact, the 
internal auditor will, in many instances, 
be eonecerned with seeing that the end 
result of electronic data processing pro- 
vides the same answer that would have 
been obtained had the data been de- 
veloped without machines. 

As in any expanding field, the internal 
auditor faces a tremendous challenge in 
the years ahead. It is no less a challengs 
than that of top management, where it 
is becoming increasingly difficult to do 
anything more than rely on the methods 
of established control to insure the re- 
liability of decision-making information. 
All areas of control must cooperate to 
the greatest possible extent in the proj- 
ect of harnessing electronic data pro- 
cessing equipment in the most effective 
and efficient manner. 

It has been estimated that over a 
billion dollars will go into electronic 
data processing equipment during the 
next few years. Such an investment will 
demand the best talent that can be 
obtained and developed, to get the ex- 
pected return on investment. It is cer- 
tainly a safe conclusion that the elec- 
tronic machines offer a possibility of 
better control with more efficient opera- 
tion than has heretofore been possible. 
It is an objective of internal auditing to 
play its proper part in bringing a reali- 
zation of these objectives. 
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DESK-TOP 
FILING AIDS 


iL Save Time... Save Space 
L Encourage Meatness 
ADJUSTABLE TO INDIVIDUAL NEEDS 


Every one of these attractive Sengbusch steel 
filing aids will increase office efficiency 

eliminate many wasted motions. This comple te 
line has all the exclusive features you want 
for true desk-top organization. Every item com- 
bines highest quality and workmanship at a 
sensible price. Ask your stationery or office 
supply dealer about the famous line of Seng- 


busch steel filing aids today! 


To Keep Desk Tops Neat 


Xb KLERADESK 


DESK-TOP FILE keeps papers within 
easy reach, yet assures complete pri 
vacy. Sturdy all-steel construction... 
easily inserted extra center sections, 
} in., 6 in., 10 in. floors, available... 
choice of seven gleaming baked enamel 
colors. E-Konomy models in steel, and 
steeless in treated Hardboard, also 
available. 


Xb «Buitp-up”’ 


DESK TRAYS, precision made, are a 
versatile improvement over ordinary 
IN and OUT trays. Both letter and 
legal sizes may be used in stacks of 
two, three or more — precisely inter 
locked. Heavy steel . . . label holder 
both ends . bright baked enamel 
finish available in five colors. Trim 
plates covering slots of top tray in- 
cluded 


Xb CATA-RACK 


DESK TOP RACK keeps large directo- 
ries, catalogs and books neatly in place 
for finger-tip use. May be used in the 
home for record storage, filing sheet 
music and dozens of other items. Eight 
two-inch compartments . . . rugged 
steel construction, 


ADAPTO-RACK 


DESK ORGANIZER features strong steel 
base with 9 gauge steel wire separa- 
tors for functional good looks. Sepa- 
rators provide as many as 8 adjust- 
able compartments with provisions to 
increase to 14 compartments. Real 
desk-top efficiency at an economical 


Db FILE-A-SIST 


FILING TRAY quickly hooks on left or 


right side of any file drawer for quick 


‘‘hands free’’ filing. Holds letter and 
handy slanting 
bottom keeps papers in place when 


legal size sheets .. . 
filing. Cuts filing fatigue. Green, gray 
mist green, or desert tan finish 


Visit or call your St: itione ry or 
Office Supply House Today 





If not available locally, 
send for any Sengbusch Office 
Aid on 30 Days FREE Trial. 














Chuplusok: 


“Can't Be Beat 


‘*‘BUILD-UP”’ 
DESK TRAYS 


ADAPTO-RACK 


FILE-A-SIST 


1217 SENGBUSCH BUILDING 
MILWAUKEE 3, WISCONSIN 








Dixon-American Crayon Merger 


A merger of two of the nation’s oldest 
corporations, the 129-year-old Joseph 
Dixon Crucible Co. and the 121-year-old 
American Crayon Co. was proposed ac- 
cording to a joint announcement by 
Frank G. Atkinson, Dixon president, and 
Earl L. Curtis, American Crayon presi 
dent. When ratified by stockholders, 
Dixon will acquire the assets of American 
Crayon through an exchange of capital 


Earl L, Curtis and Frank G. Atkinson. 


stock. Both companies will continue their 
operations withcut change of personnel 
or policy. Headquarters and plant opera 
tions, as well as sales staffs, will be main 
tained separately, as at present. Together 
they will provide virtually every product 
except pens for freehand writing, drawing, 
painting and marking. Dixon makes a 
complete line of writing, drawing and 
color pencils, and rubber erasers, as well 
as other industrial products, while Amer 
ican manufactures almost the 
entire range of chalks, wax and indus 
trial paints for artists and 


Crayon 


crayons, 


252 


schools, and educational and home handi- 
craft materials. 


Precision-Posturect Chair Corp. 


Precision Metal Workers Corp., 3100 
Carroll Ave., Chicago, manufacturer of 
office chairs 1939, announced the 
formation of a new corporate division, 
Precision-Posturect Chair Corp. Accord 
ing to Ralph Robinson, president of Pre- 
cision Metal Workers Corp., the new 


since 


Ralph Robinson J. R. Middleton 


division is the first step of a program to 
increase the effectiveness of the com- 
advertising and 
Precision - Posturect 
Chair Corp., operating as a separate cor- 
porate division, will concentrate entirely 
on the manufacture and marketing of the 
company’s complete line of Posturect 
chairs. Chris Porter, assistant to Mr. Rob 
inson and general sales manager of sub- 
sidiary operations, is coordinator of the 
new corporation. Milt Robinson, assistant 
to the president and in charge of sub 
sidiary operations, is operations man- 
ager. Warren Johnson, assistant to the 
president on subsidiary financing, was 
named controller. George Stell is in 
charge of research and design. J. R. Mid 
dleton is general sales manager, and Jane 


pany’s merchandising, 


dealer program. 


Lonergan is advertising assistant. 
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4 MILLION SALESMEN* 
WRITE ORDERS 
WITH US_VET 


they don't 
even know 





our name! 





Order-book carbons that imprint clean, clear, crisp copies avoid costly 
mistakes in shipments and billing, keep customers and salesmen happy. 
To ensure constantly satisfactory performance, the makers of America’s 
best-selling carbons depend on Schweitzer’s high-quality carbonizing 
papers. Schweitzer papers—best by test for absorbency, strength, 
purity, and uniform texture—guarantee the perfect marriage of fine 


carbon inks to fine paper. 
*(Saleswomen, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 


Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. * Mt. Holly Springs, Pa. 
For More Information Circle No. 227 
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You get far better results when 
you use Mercury accessories, 
because they are built as accu- 
rately as rollers and blankets 
for the largest commercial 
lithographic presses. The 
materials used also meet the 
same high standards. Rapid 
Roller Company guarantees 
no finer rollers or blankets 
can be obtained! 


RAPID ROLLER CO. 


Main Office and Fectory 
Federal at 26th St. Chicago 16, Ill. 


Eastern Sales Office 
218-224 Elizabei; Avenue 


Newark 3, New Jersey 
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NOFA Convention Program 


The preliminary program of the 11th 
annual convention of the National Of- 
fice Furniture Assn., includes workshop 
and discussion groups which will cover 
such subjects as sales training, freight 
operational costs, 
and planning office lay- 
The convention will be held in the 
Hotel, New March 28-31. 
A copy of the program can be had from 
National Office Assn., 327 S. 
La Salle St., 


savings, dealer store 
modernization 
outs. 
Jung Orleans, 
Furniture 
Chicago 4. 


Fast Printing for Computers 

Under a 
Stromberg-Carlson Div. of 
Haloid Co., 
Ine., will cooperate 
graphic printing 
computers. 


cross-licensing agreement, 
General Dy- 
and Horizons, 


in developing 


namies Corp., 
xerTo 
devices for electronic 
purpose is to provide 
field with equipment cap- 
able of creating and printing images at 
the high speed required. A 7” model of 
Stromberg-Carlson’s shaped-beam cath- 
ode ray tube achieves a rate of 1,200,000 
characters a minute. 


Prime 
the computer 


Heads International Division 


J. B. Ward, president, Addressograph 
Multigraph Corp., announced the election 


of Barton J. Stone as vice president, 





























International Division. Mr. Stone is a 
member of the board of directors of 
Addressograph-Multigraph do Brasil 8.A., 
Brazil; Addressograph-Multigraph Ltd., 
England, and Addressograph-Multigraph 
Ltd. of Canada. He started his A-M 
career in 1924. 


IBM Appointments 
International 

Machines 

announced the 


Business 
Corp. 
appointments of 
Henry W. 
to general 
of the 
Electric 


Reis Jr. 
manager 
company’s 
Typewriter 
Division and Gor 
don M. Moodie to 
sales manager of 
the Electric Type 
was electric 
typewriter sales manager since 1955, He 
joined the company in 1938 as a type- 
writer sales representative. Mr. Moodie 
was assistant electric typewriter sales 
manager. He joined the company in 1945. 


Henry W. Reis Jr. 


writer Division. Mr. Reis 


Diagraphy Plant 

Ink Specialties Co. has opened a new 
plant at 124 West Polk St., Chicago. The 
entire facilities will be devoted to the 
manufacture of Diagraphy stencil dupli 





Chart-Pak, Inc., this month moves its entire production facilities and executive beodiainten4 toa 


spacious new plant in Leeds, suburb of Northampton, Mass., 
president. The one-story structure, four times the size of the former Stamford, Conn., 


according to H, O. Frohbach, 
plant, is 


built on a four-acre site. The rear wall of the building is designed to allow for expansion at 

minimum cost with no disruption of production. Architect is James A. Britton, AIA, Greenfield, 

Mass. General contractor is Thomas A. McCool of Northampton. Mr. Frohbach said the size of 

the firm's old plant was not sufficient for the new equipment ordered to increase production. 

The limited facilities in the Stamford plant did not allow the firm to fully pursue its plans for 
broadening its coverage of the visual aids field. 
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sORT()-Fite 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


rigs Pgh hand-sorting of cards, 


letters, invoices, orders, 
ie nal forms or public docu- 
ments. We make ail types from 
tiny desk models to shuttle-carri- 
@ge machines. Write for illustrated 
circulars. 
Representatives everywhere. 
Associated Industrial Designers 


P.O. Box 39652, Los Angeles 39. California 
Plant: 1248 East Sixth Street 
Warehouse: New York, Chicago 


The Sorter 
Caw'se Alwoys Wonted 
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GENUINE ENGRAVED 


Wer ziirl B/D 
go FOR 


Tan eects [1000 
| sacar BUSINESS CARDS 
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YOUR LETTERHEAD TO THIS AD... 
SWATL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 
807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 398 


Ont ULS-" ma aon 


It is a machine that 
will absolutely prevent 
the mutilation, altera- 
tion or forging of the 


a 








; 


figures in checks and 
— valuable seouri- 


(Model G) 


Ninn Machine Industry Co. Ltd. 


Tenjin-cho, Nishi-ku, Yokohama, Japan 


TOL AI LE Nt daa dade 





: 
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MANUFACTURERS OF DURALUMINUM 


HOLDERS wns 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 
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cating compound for Print-O-Matic Co., 
Chicago. In addition to greatly increasing 
Diagraphy production, the new space will 
expansion of the facilities for 
the company’s regular 
lines of Canode Mimeographing Inks in 
their plant at 519 N. Halsted St., Chi- 
cago. Diagraphy Compound is manufac- 
tured exclusively for use in the diagraphy 
process of clean, inkless mimeographing 
developed by Print-O-Matic Co. 


allow 
manufacturing 


Victor Enlarges Branches 


‘*Introduction of the Mult-O- Matic 
Caleulator, the Duo-Matie Cash Register 
and the Automatic Printing Calculator,’’ 
states A. F. Bakewell, vice president, Vic- 
tor Adding Machine ‘‘has created 
demand for both more and bigger branch 
This is not restricted to a few 
is noted throughout our field 
New branches’ were 
opened in Hartford, Houston, Harrisburg 
and last year. Many branch 
offices moved to new or remodeled quar- 
ters. Others are scheduled to move at an 
early date. New offices have been built in 
Kansas City, Indianapolis, Minneapolis 
and Milwaukee. The Chicago and St. 
Louis offices were relocated in existing 
offices providing excellent facilities. The 
Boston, Detroit, Atlanta, Seattle, Louis- 
ville and Cleveland staffs are now in new 
offices or engaged in building programs. 
Victor find possessing 
present as well as long range advantages. 
Mr. Bakewell points out that most con- 
gested business areas with 
limited parking facilities do not serve 
their purpose. ‘‘On the other hand we 
want to place our offices well in the path 
of further community growth.’’ 


Co., 


offices. 
areas; it 
organization.’ 


Louisville 


strives to sites 


downtown 


N. Y. Furniture Show 


The 2nd Annual N. 
will be held May 18-20 in the New 
York Trade Show Building, sponsored 
by the Offureps Club of N. Y. All last 
year’s exhibitors have taken space and 
a second floor will be required this year. 
Show chairman is Harry Nechamen, Pier 
49 North River, New York. 


Y. Office Furniture 
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Columbia Pacific Manager 
Columbia Ribbon & Carbon Mfg. Co. 


announced 
‘*Red’’ Moore as sales manager of Co- 
lumbia Ribbon & Carbon Pacific, Inc., 
Duarte, Calif., a wholly owned subsid- 
iary. Mr. Moore began with Columbia in 
1928 as a sales representative for the 
Kansas City branch, traveling the greater 
part of Texas. After completing a 20- 
year assignment with the Navy, he 
joined Columbia in 1947 as a salesman in 
Sacramento. Later he to the 
southeast district as manager of the 
Atlanta branch. In 1953, he was re 
assigned as Philadelphia branch manager. 
Since 1956, Mr. Moore has been in the 
home office at Glen Cove, assisting John 
D. Edwards, vice president in charge of 
sales. 


re- 


moved 


Clary Plant in Arkansas 


Plans of Clary Corp. to open another 
major factory were announced by Hugh 
L. Clary, president. The new plant will 
be in Searcy, Ark., where production lines 
for adding machines and cash registers 
will be transferred from San Gabriel in 
May. Moving will be done gradually so 
there will be no dislocation of the Clary 
work force. Plant capacity is needed 
at San Gabriel for new production, in 
cluding a print punch for automated data 
processing, a transactor for department 
store cash control systems, an electronic 
calculator, aircraft parts and_ special 
electronic components. The San Gabriel 
headquarters will operate at full capacity 
and also be devoted to administration, 
engineering, tooling, accounting 
sales. 


Court Upholds Hush-A-Phone Use 


The U. S. Court of Appeals rendered a 
decision which upholds the right of tele- 
phone subscribers to use the Hush-A- 
Phone. Any ban by the Telephone Com- 
pany was termed ‘‘an unwarranted inter- 
ference with the right of the telephone 
subscriber reasonably to use his telephone 
in ways which are privately beneficial 
without being publicly detrimental.’’ 


and 
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the appointment of M. B. | 
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SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX. PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and 
free booklet "How to save with SPOT 
CARB" 


SIGNED 
For More Information Circle No. 361 





Rapid Roller Expands in East 
P. Nilles, Rolle: 


Co., Chicago, announced expansion of the 
company’s Newark branch, The new, 
larger facilities are at 218-224 Elizabeth 
Ave., Newark 8, N. J. The growth which 
brought about this move has all taken 
place over an interval of only two years 
since the branch was opened. Mr. Nilles 
indicated that the new Newark sales and 
warehouse is expected to provide ‘‘ better 
than ever’’ service to eastern customers 
for Mercury blankets. The « 
ction of Martin N. Taylor. 


B. president, Rapid 


yffice is unde! 


aire 


on 


Underwood Division Managers 
7. 4 


anager 


> 
v. 


Lees Jr. 


of 


divisions 


was appointed sales 
Corporation’s 

product Alfred W. 

was named sales manager of the new sys 

tems divisions, it was announced by T. H. 


Underw ood 


and 30wie 


Armstrong, marketing vice _ president. 


Also announced was the appointment of 
J. D. Donovan as field sales manager. 


Appointment of Norman Grieser as 
sales manager of Underwood’s Electronic 
Computer Division was also announced 
by Mr. Armstrong. At the same time, he 
announced the appointment of Carl S. 
Saltzman as sales manager of the com- 
pany ’s new Elecom 50 electronic account- 


ing machine division. 


New Product Development 


Joseph Gardberg was appointed chief 
engineer for new product development by 
Filmotype Corporation, Skokie, Ill, 
manufacturers of Filmotype Photo-Com- 
Machines. 


position 


British Group’s Officers 


The Office Appliance & Business Equip- 
Trades Assn. of Great Britain has 
G. L. Mercer, Lamson Paragon 
Ltd., president; and C. V. Wattenbach, 
Dictograph Telephones Ltd., vice presi- 
dent 


ment 


elected 





more valuable to you than ever before! 


THE N.O.F.A. CONVENTION 


Hotel Jung—New Orieans—March 28-31 


register now . save delay! 


Make your plans today—to attend the biggest 


and best N.U.F.A. Show ever held! 
Fill out the Registration Coupon now! A b 
is expected, and things may be inconvenient for th 
who have not registered in advance! Allow yourself 


plenty of time to see the latest in office furniture, 


accessories, and planning. 


time-saving advance registratio 


NATIONAL OFFICE FURNITURE ASSOCIATION 


327 South La Salie Street, Chicago 4, Illinois 


Please register me and the following members of my staff for the 


1957 N.O.F.A. Convention in New Orleans 


Firm Name 


ig crowd 
this is the only show in the world 
devoted exclusively to your needs 
as a creator of fine offices. 
You can’t afford to miss it! 


ose 


n 
NATIONAL 
OFFICE FURNITURE 
ASSOCIATION 


327 South La Sallie Street 





Address__ 


Chicago 4, Illinois 











For More Information Circle No. 364 
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NEED HOLES? 


They're easy with a 


PIONEER PAPER DRILL 


A production 
machine with 
such quick set- 
up that short 
runs are a 
special delight. 
Elirninates 
costly, time- 
consuming 
“farming out." 
The small 
investment is 
soon repaid 
and then goes 
on making 
money for you 
instead of 
someone else. 


Accessories for cornering, slotting and slitting. 
Send for literature now. 


PIONEER 


1130 NEBRASKA, TOLEDO 7, OHIO 


For More Information Circle No. 260 





Don't drop. 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


eT ttt tg 


For More Information Circle No. 261 
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PHOTO COPIES 


automatically — 
in seconds! 


NEW 
PORTABLE 


EXACT-FAX y Genco 


 BRITE-LITE OPERATION works in any office 
light, either fluorescent or incandescent. 


~ DURABLE STAINLESS STEEL 
CONSTRUCTION 


w MAKES MULTIPLE COPIES ONLY 4c EACH 
~ COPIES ONE OR TWO SIDED ORIGINALS 
w REPRODUCES FROM ALL COLORS 


e Copies are 9/2” x any Complete Units 
length e Larger units start at 


available e No washing, 
$145 
. 


fixing, drying 

e MADE IN U.S.A. 

e LIFETIME SERVICE GUARANTEE 

| Dealers & Distributors Wanted | 


General Photo Products Co., Inc. 
General Photo Bldg., Chatham, N. J. 














For More Information Circle No. 262 


America’s quality 
drawing and com> 
puting devices ap- 
proved by artists 
and draftsmen, 
They like their ac- 
curacy, their trans- 
parency, the ease 
of using them... 
and their many 
plus features, Tri- 
angles, French 
Curves, T-Squares, 
Protractors and 
many others. Send 
for free Catalog 


THE C-THRU RULER CO, 
HARTFORD, CONN., U.S.A. 


For More Information Circle No. 263 


259 








The first engineering laboratory devoted to development of electric typewriters and related 

electronic equipment will be opened in July by International Business Machines Corp. in 

Lexington, Ky. The two-story structure, with 40,000 sq. ft. of floorspace, will be in charge of 
Alfred A. Sadler, manager of IBM electric typewriter engineering. 


Aigner Service Manager Ditto Representatives 

G. J. Aigner, founder and president, Appointment of 15 new sales represen 
G. J. Aigner Co., announced the appoint tatives in branch offices was announced 
ment of Burt Schrader as manager of by L. A. Watkins, vice president, sales, 
Aigner’s customer service section. Since Ditto, Inc. They are: Bernard Hancock, 
last July, he has been first assistant to Chicago Loop; Leroy Cohen, Philadel 
Irv Tucker, former manager of the cus phia; Robert D. Cross, Buffalo; Colin R. 
tomer service section and now regional MacDonald, Oakland, Calif.; Robert G. 
manager of the west coast area, including Roughton, Long Beach, Calif.; Paul J. 
Aigner’s new manufacturing plant under Jachrodt, Roekford, Ill.; Donald R. 
construction in Oxnard, Calif. Graves, offset sales supervisor; Philip A. 


“AGOOD RECORD 


BUSINESS MACHINE SERVICE 


A specially designed motor to provide exact requirements 
for the particular machine . . . rugged construction for depend- 
ability and long life . . . quiet operation for office efficiency. 
These advantages of Lamb Electric Motors are responsible 
for their good record in business machine service. 


e 
Mectric THE LAMB 
ELECTRIC COMPANY 
KENT, OHIO 
in Canada: 


SPECIAL APPLICATION : Lamb Electric — Division of 
FRACTIONAL HORSEPOWER MOTORS _— Company Ltd. 


easide, Ontario 


ssn = ie Sa tates se 


For More Information Circle No. 389 
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Smith, Los Angeles; Robert L. Willis, 
Burbank, Calif.; William L. Dudley, New 
York; Edward Koster, Miami; Charles E. 
Pinckney, Denver; Kenneth A. Smith, 
Washington; Raymond J. 
Providence; Rollin W. Simmons, Colum 
bus, Ohio. 


Mckenna, 


Data Processing Adv, Manager 

Roger Connor, vice president, Royal 
McBee Corp., announced the appointment 
of Edward Belsho as advertising director 
for the Data Processing Equipment Sales 
Division of Royal MeBee Corp. Mr. Bel 
sho has been with MeBee Co., Div. of 
Royal MeBee Corp., since 1954 as a mem 
ber of the advertising and public rela 
tions department. 


Marchant Research Executives 

Charles H. Bauer, Louis C. Nofrey and 
3ernard T. Wilson were appointed to en 
gineering executive posts with Marchant 
Research, Ine., it was announced by Wil 
liam L. Martin, vice president and direc 
tor of engineering of this electronic data 
processing equipment subsidiary of Mar- 
chant Caleulators, Inc. Messrs. Bauer and 
Nofrey are division chief engineers. Mr. 
Wilson is head of the field service 
division. 


Check Fraud Survey 

Todd Co. is mailing more than 1300 
questionnaires to police departments in 
cities and towns with a population of 
10,000 and over, to get information on 
1956 check frauds. Todd, a subsidiary of 
3urroughs Corp., believes its check fraud 
surveys are the only specific studies of 
this kind of fraud, which has shown a 
sharp upsurge in recent years. 


Weber Distributors 

As part of their new expansion plans, 
C, E. Ritter, president, Weber Addressing 
Machine Co., Mount Prospect, Ill., an- 
nounced appointment of eight new dis- 
tributors for the Weber Marking Systems 
Division: William M. Bigelow Associates, 
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THE 


""KOH-I-BALL" 


. . « the New Double-Ended 
Ball-Point Pencil 
e writes RED e writes BLUE 








another Koh-Il-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market. 


“BALL 3015 


polished brass nose-pieces 
light wooden barrel 
full-length red & blue 
ball-point inserts easily 
replaced with available 
refills) 


Packed either 12 Koh-!-Balls on a display 
card or in a dozen box. 


Retall price 49c 
trade and quantity discounts availabie. 


Koh-Il-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 423 


From Pearl Engraving Corp., 
comes the finest, 
precision-engineered keytops. 
Illustrated: 2 styles 
for all typewriters. 

For free samples and brochure, 
write Pearl Engraving Corp., 
29 East 19th Street 
New York 3, N.Y. 


to 
better 
business” 


/ 
For More Information Circle No. 422 
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TYPEWRITERS 


REGALRITE BRAND 
RIBBONS AND CARBONS 


& 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


« 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 


For More Information Circle No. 346 


VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle. Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 
reusable and unconditionally guaranteed or 
your money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. O. Box 5120, Philadelphia 41, Pa. 























PAYCHECK “OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 

name, This improves personnel relations, 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicege 7. Illinois 


For More Information Circle No. 348 


|J.A.HEINRICH 
DANKERS 
HAMBURG 11 


GERMANY (WesternZone)establ 1905 


ACCESSORIES. 


ice ame} i Mobanlot-Maalelelalial-1-) 


For More Information Circle No. 349 























AMERICAN CARBON PAPER MFG. co. 














a TTT gt) 


New western division factory of Ennis Tag & Salesbook Co. in Paso Robles, Calif., will soon join 
other plants at Ennis, Texas, and Chatham, Va., supplying forms to dealers. as well as products 
of American Carbon Paper Mfg. Co., Ennis’ affiliate. 


Herrin, Ill.; Seneca Staple Co., Rochester, For Sengbusch in the South 
N. Y.; Charles E. Holmes Co., Cincinnati; 
National Seal Works, Richmond, Va.; 


Anchor Shippers Equipment Co., Cleve 


Elmer J. Scott now represents Seng 
busch Self-Closing Inkstand Co. in Ala 
bama, Mississippi, Tennessee, North and 
South Carolina, Georgia and Florida. He 
Ohio; Glass City Distributing Co., To is president of South Markets, Inc., Bir 


land; Atlas Stamp Co., Youngstown, 


ledo; Robert L. Hartman Co., Pittsburgh. mingham, Ala. 


IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


ONLY 


$4.50 


AT YOUR FAVORITE 
STATIONERY STORE 


Fast and versatile, the new Amfile® Sort-All 

lets you sort anything for Filing—Posting—Mailing 
—Distributing, etc. Sorts alphabetically from A-Z—by 
Month, Day or Date or any combination. Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 
1637 DUANE BOULEVARD KANKAKEE, ILLINOIS 
For More Information Circle No. 421 
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TYPEWRITERS 
Au — 


REGALRITE BRAND 
RIBBONS AND CARBONS 


€ 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by _— for Less 


REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST... NEW YORK 13, N_. Y. 


For More Information Circle No. 346 


VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle. Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 
reusable and unconditionally guaranteed or 
your money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. ©. Box 5120, Philadelphia 41, Pa. 
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PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name, This improves personne! relations, 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd. Chicege 7, Iilineis 


For More Information Circle No. 348 


|J.A.HEINRICH 
DANKERS 
HAMBURG tt 


GERMANY (WesternZone)establ.1905 


jie mmo] | Meopaale.- Maske lolalial-2-) 


For More Information Circle No. 349 
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New western division factory of Ennis Tag & Salesbook Co. in Paso Robles, Calif., will soon join 
other plants at Ennis, Texas, and Chatham, Va., supplying forms to dealers, as well as products 
of American Carbon Paper Mfg. Co., Ennis’ affiliate. 





Herrin, Ill.; Seneca Staple Co., Rochester, For Sengbusch in the South 
N. Y.; Charles E. Holmes Co., Cincinnati; 
National Seal Works, Richmond, Va.; 
Anchor Shippers Equipment Co., Cleve 


Elmer J. Seott now represents Seng 
busch Self-Closing Inkstand Co. in Ala 
bama, Mississippi, Tennessee, North and 
land; Atlas Stamp Co., Youngstown, goyth Carolina, Georgia and Florida. He 
Ohio; Glass City Distributing Co., To is president of South Markets, Inc., Bir 
ledo; Robert L. Hartman Co., Pittsburgh. mingham, Ala. 


IF OFFICE GIRLS 


They'd Be As Fast % 
ey'd Be As Fas “ye 


and Versatile 


AS THE NEW < Tg 


HAD EIGHT ARMS Dy 
7A, 


ONLY 


$4.50 


AT YOUR FAVORITE 
STATIONERY STORE 


Fast and versatile, the new Amfile® Sort-All 
lets you sort anything for Filing—Posting—Mailing 
—Distributing, etc, Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination. Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures ong life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 
1637 DUANE BOULEVARD KANKAKEE, ILLINOIS 
For More Information Circle No. 421 
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CANODE PREMIUM) 


WK SPLeAAT WC, 
ATS naaata Sy OMAN 
Om eee r-) te. 


your office forms 


SHARPER, CLEANER, 
MORE PROFESSIONAL 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
® Minimum penetration 
® Minimum offset 
®@ Eliminates cylinder and pad clogging 
@ For open or closed cylinders in any 
climate 
@ Will not destroy stencils 
in 1-Ib. and 2-Ib. cans 
Write today for name of your nearest dealer 


INK SPECIALTIES CO., INC. 


264 


519 N. Halsted St. © Chicago 22, Ill. 


For More Information Circle No. 375 


| 
j 


| 
| 
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Ozalid Appointments 


Appointments of Frederick H. Frantz 
as director of engineering machine re- 
search and development, Robert C. Good- 
man as chief production engineer, and 
Sheffield 8S. Campbell as manager of qual- 
ity control, Ozalid Division, General Ani- 
line & Film Corp., were announced by 
W. A. Hensel, general manager of the 
Division. 


Egry Vice President 

Egry Register Co. announced the elec 
tion of its sales manager, Jack Kennedy, 
to vice president in charge of sales. 
Egry’s president and general manager, 
Lawrence Rauh, made the announcement. 
Mr. Kennedy has been associated with 
Egry for 26 years, the last 11 in a sales 
management capacity. 


Topcik Is Chief Chemist 

Barry Topcik was appointed chief 
chemist of Eberhard Faber Pencil Com- 
pany’s rubber division, at its Newark, 
N. J., plant. Mr. Topeik had been devel- 
opment engineer for the U.S. Rubber Co. 
at its Passaic (N.J.) plant. He was pre 
viously with the Bell Telephone Labora- 
tories. 


The 49'er Travelers Club of Northern California 

won permanent possession of the Bert M. 

Morris Memorial Golf Trophy which was pre- 

sented by Lee Schaeffer of Bert M. Morris Co. 
to Dan Kerr. 
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Southern Folder & Index Co. 


P. O. Box 1232, El Dorado, Ark. 

Small Folders in the 
“Dixie” System 
help you find 
material easily. 
The guides are 
two positions 
to the left 
with folders 
two posi- 
tions to the 

right. 


Sold Thru Dealers Only 


Your inquiries answered promptly. 
Write for catalog. 








New Phone Amplifier 
Frees BOTH Hands! 


TEL-O-MASTER 
© Amplifies INCOMING message 
© Picks up OUTGOING conversation 


Adjustable volume increases sound up to 7 
times; no installation or electrical connections; 
finished in handsome mahogany, Only $69.50 


Dealerships Available Now 


FISHER cecc"to1 ‘Pac atte: Caiit 





For More Information Circle No. 376 


Wilhelm DreusickezCo kG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPECIAL TOOLS 
BERLIN W35 LUTZOWSTR.3 


ASK FOR YOUR FREE COPY OF EXPORT CATALOG 
— EE SALE LE ELE NE EE ETE. 


For More Information Circle No. 377 
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THE BEST 


Every Office needs them 
Alert Dealers SELL them 
J PEEDRITE 


Chechwriter 


COMPANY, INC.+ ROCHESTER 20, N.Y 


40 MT. HOPE AVENUE 








For More Information Circle No. 379 
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REVISTA DE EQUIPOS PARA OFICINAS 


MANUFACTURERS / EXPORTERS 
TO LATIN AMERICA 


Annually the entire Latin American continent will absorb a very 
impressive volume of your products. There are 19 countries in Latin 
America where all the office equipment and stationery importers, 
distributors, dealers and larger users receive La OFICINA. They keep 
it, refer to it as a guide and reference all year long. 

The need for all office products in Latin America is increasing steadily 
as business and industry develop. Tell these prospects and customers 
about your products in the 1957 La OFICINA. Its advertising rates 
are low—its coverage is complete. Your advertising in La OFICINA 
is basic to establishing and building a profitable Latin American trade. 


Write Yow! 
OFFICE PUBLICATIONS COMPANY 


23Z Madison Avenue New York 16, New York 
Circulation-——10,000 
For More Information Circle No. 359 





The Forms Dealer 
W.N. Ryan, presi- 
dent, American Reg- 
ister Boston, | 
spoke at the An- 
nual National Busi- 
ness Forms Associ- 
ates Convention on 
‘‘The Dealer’s 
Place in the Forms 
3usiness.’’ He re- 
viewed the history 
and growth of the 
industry, touching on highspots of his 
10-odd years in it. He traced the growth 
from crude continuous forms in 1883, the 
development of fanfold and Teletype 
forms, then the impetus from one-time 
carbon 


Co., 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 
W. N. Ryan : 


For More Information Circle No. 384 


PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 
Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 


For More Information Circle No. 385 





forms in continuous and unit 
sets and marginal controlled forms for 
tabulating and machine accounting. 
Many manufacturers cater either exclu- 
sively or primarily to dealers but the deal- 
er’s growth depends upon his own efforts. 
To compete with the manufacturer who 
sells direct, dealers must develop salesmen 
and create new uses for forms. The 
trained salesman sells forms ideas, meth- 
ods and procedures. With ideas, and a 
knowledge of his product and the custom- 
er’s needs, 

















CARBON INTERLEAVED 
BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 
fo -Vtemmilet.iicy-¥. | 


he will develop new applica- 
tions for forms. Dealers, who have gained 
their knowledge and 
manufacturers, 


with 
now train 
their own men. A good profit margin will 
support this training, 


experience 


forms must 


CCC-Friden Executives For More Information Circle No. 386 
“FEDRON"™ 
PLATEN RECONDITIONER 


Chas. R. Ogsbury, president, Commer- 
cial Controls Corp., wholly owned sub- 





sidiary of Friden Calculating Machine | 
Co., was named vice chairman of the 


board of the parent company. Mr. Ogs- 
bury, along with David M. Milton, CCC 
board chairman and president of Equity 
Corp., and James A. Trainor, CCC vice 
president and general manager, joined 
the Friden Board of directors last April 


in action which finalized merger action. | 





Puts a ''NEW LOOK"' 





On Old Platens Instantly 


Swells indentations and 
pits. Removes glaze, re- 
storing original dull, slip- 
proof finish, No mess, 
speeds up service and 
shop jobs at a cost of less 
than |/3c per platen. 


Special Offer: Send $1 with 
this ad and receive a quart 
trial can, postage included. 











Federal Mining & Mfg. Co. 


222 Kearney Ave., Jersey City 4, N. J. 











SUMMIRA 


ADDING MACHINES 


DIRECT FINGER ACTION 

. . » NO STYLUS NEEDED! 
NEW PRINTING SUMMIRA 

e Uses standard paper roll 

¢ 2-color ribbon 


Only me 


19" ri 


plus F.E.T. 
wt: 81 Ibs. 


STANDARD SUMMIRA 


Only 


*45" 


including F.E.T. 
wt: 412 Ibs. 


Both models feature: 


Direct Subtraction 

Fully Guaranteed Against Wear or Factory 
Defect 

Positive Checking of Each Individual Entry 
All Totals To $99,999.99 
Heavy-duty Construction — No 
Problem 

All Nylon Gears—Require No Oil 
Extremely Durable 


Service 


No matter which of these quality adding machines 
is right for your needs, you're getting top value for 
your dollar, Competitive brands, without Summira's 
heavy-duty construction and direct subtraction fea- 
tures, often retail for twice as much as Summira. 


Budget minded people all over the country have 
discovered that Summira adding machines have a 
low cost dependability which fits into any size 
operation, 

Ask your local dealer or write for complete informa- 
tion today. 

*Prices slightly higher on West Coast. 


Fremaco International, Inc. 
188 W. Randolph St. Chicago 1, Ill. 








For More Information Circle No. 362 
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A. B. Dick in Wichita 


Formation of A. B. Dick Products Co. 
of Wichita, 434 N. Rock Island Ave., was 
announced. The company will serve as 
the sales and service organization in the 
area for A. B. Dick duplicating equip- 
ment and supplies. George H. Canada, a 
veteran of 16 years in the sales field with 
A. B. Dick Co., resigned as director of 
foreign markets to head the new enter- 
prise. 


Rogersnap Expands 


Rogersnap Business Forms of Dallas, 
specialists in printing carbon interleaved 
business systems forms, started construc- 
tion of a $500,000 plant in the West 
Trinity industrial district, marking the 
firm’s sixth major expansion since estab 
lishment in 1939. Upon completion in 
early May, the 25,000-sq.-ft. one - story 
structure will provide more than double 
the space now available in the firm’s 
present plant at 138 Howell St. A 16,000 
sq.-ft. air-conditioned portion will be de- 
voted to manufacturing and office, with 
9,000-sq.-ft. for warehousing. There is a 
25,000-sq.-ft. parking area, and an addi- 
tional similar area for future expansion. 
The organization’s president and founder 
is Will Rogers. Earl Doxsee is executive 
vice president and general manager; Ar- 
thur Hoffman, vice president, production; 
Amos Donica, secretary and sales man 


ager. 


Directs Graphic Arts Research 


Appointment of Dr. Carl 8, Miller as 
technical director for graphic arts re- 
search was announced by Minnesota Min- 
ing & Mfg. Co. Dr. Miller developed the 
basic principle behind the development 
of Thermo-Fax copying equipment and 
paper, and directed all the early research 
on the product. The Thermo-Fax line has 
become the fastest growing item, in sales 
volume, that 3M has ever marketed. A 
member of the staff of the 3M central re- 
search laboratory, Dr. Miller will coordi- 
nate all research activities involving new 
graphic arts products. 
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Burroughs’ ElectroData Div. 


Establishment of an ElectroData Divi- 
sion of Burroughs Corp. to produce and 
sell electronic data processing systems 
was announced by John S. Coleman, presi- 
dent of Burroughs. The announcement 
followed formal acquisition of Electro- 
Data Corp. of Pasadena, Calif. James 
R. Bradburn, who was president of Elec- 
troData, has been named a vice president 
of Burroughs and general manager of the 
new division which will manufacture and 
distribute Datatron, a high speed, gen- 
eral purpose digital computing system. 
It also will be responsible for distribution 
of the Series E desk-sized electronic digi- 
tal computer produced in Detroit; the 
Series G high speed printing, tabulating 
and card-punching equipment produced 
by Control Instrument Co., a Burroughs 
subsidiary in Brooklyn, N. Y.; and new 
electronic products as they are developed. 


Monroe Vice President 


Monroe Calculating Machine Co. an- 
nounced the election of William E. Me- 
Kenna as a vice president and director 
of the company. Mr. McKenna has been 
controller of Monroe for three years. 


Royal McBee Appointment 


James W. Dolen, director of industrial 
relations, Royal McBee Corp., announced 
the appointment of Philip N. Smith to 
management development and training 
director. Prior to becoming associated 
with Royal McBee, Mr. Smith was inter- 
nationdl division training supervisor for 
Ford International. 


Standard Register Expansion 


A $425,000 expansion program for its | 
York, Pa., facilities was announced by | 
Standard Register Co. M. A. Spayd, 
president, said that $300,000 will go into 
construction of a 16,000 sq. ft. addition 
to the present plant, and approximately 
$125,000 will be spent on new production 





equipment. 
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LOOK! 


No Stained Hands 
No Broken Nails 


New! Exclusive! 


INorris 


SPRAY 
TYPE ond PLATEN CLEANER 


No- Brushes 
No Rags 
No Plastic Putty 


Cleans Type 
Restores Platen 


Nothing equals Morris Type and 
Platen Cleaner for quick, easy, safe 
cleaning of type, platen and rubber 
rollers. Just touch a valve, spray it 
on, blot with cleaning tissue. No 
stained hands, no broken nails... 
no messy rags, brushes, or plastic 
putty. Morris Typeand Piaten Clean- 
er contains no carbon tetrachloride— 
is non-toxic and non-flammable. 

To keep type clean as new, use 
Morris Cleaner daily: To keep keys 
from sticking, and renew platen and 
rollers to prevent paper slippage, 
use Morris Cleaner weekly. It’s the 
modern way to save time , 
and trouble 


Ask for It $]50 


At Your Dealers! 


DEALERS: Sell this modern type and plates 
cleaner. Customers like it because it makes their 
work easier. Write today for complete dealer 
Information. 


i. T. MORRIS CO. 
Box 126, Canandaigua,.N.Y. 


For More Information Circle No. 371 
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THE ONLY BOOK 


OF ITS KIND! 


Price $3.25 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me ........... 


Describes all office reproduction and 
duplicating processes, Time-saving charts 
show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods. 


Includes: 

CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 

STENCIL DUPLICATING, 

RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA) 

CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER), 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
FACSIMILE TRANSMISSION, 
PUNCHED CARD DATA TRANSMISSION 
IMPRESSION STAMPS, 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES, 

OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT, 


Over 200 pages of helpful information, 
and illustrations (with 100 pages of ad- 


vertising by duplicator manufacturers, 


with Buyer's Guide index). 


. copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. [] | enclose remittance. [] Send invoice. 


Name 
Company 
Street 


City 
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National Conference 
& Exhibit Calendar . 


Personnel Div., American Management 
Assn., Palmer House, Chicago, Feb. 13 
15. 


Southern California Business Show, Am- 
bassador Hotel, Los Angeles, Feb. 19 


99 


Western Joint Computer Conference, 
Statler Hotel. Los Angeles, Feb. 26-28. 


Office Management Assn. of Chicago, 
Conrad Hilton Hotel, March 11-14. 


National Office Furniture Assn., Jung Ho- 
tel, New Orleans, March 28-31. 


U. S. World Trade Fair, Coliseum, New 
York, April 14-27. 

American Society for Personnel Admin- 
istration, Richmond, Va., April 22-24. 


National Assn. of Credit Men, Miami 
Beach, Fla., May 12-16. 


National Office Management Assn., Los 
Angeles, May 13-16. 


American Institute of Industrial Engi- 
neers, Statler Hotel, New York, May 
16-17. 


New York Stationery Show, New Yorker 
Hotel, New York, May 19-24. 


Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 20-22. 
National Society for Business Budgeting 

Palmer House, Chicago, May 23-2: 


mw” ai Be 


Institute of Internal Auditors, Ambassa- 
dor Hotel, Los Angeles, May 26-29. 


National Office Machine Dealers Assn., 
William Penn Hotel, Pittsburgh, June 
23-26. 

National Assn. of 
Sheraton Park 
D.C., June 23-27. 


Cost 
Hotel, 


Accountants, 
Washington, 
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National Machine Accountants 
Chicago, June 26-28. 


Assn., 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 


National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin 
cinnati, Oct. 6-9. 


Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 


National Assn. of Bank Auditors & Con- 
trollers, Atlanta Biltmore Hotel, At- 
lanta, Oct. 7-10. 


American Institute of Accountants, 
Roosevelt Hotel, New Orleans, Oct. 26- 


31. 


National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 





Substantially Reduces 


NOISE 
of Keyboard Graphotypes 








ll 
cine 

SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved, SOUNTROL Noise’ Reducing 
Hoods do not increase floorspace, retard 


ventilation nor interfere with machine serv- 
icing, Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 
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Acco Products, Inc 

Addo Machine Co. 

Aico Indexes 

Allen & Co. 

Allen Business Machines, Inc., R. C. . 
Alliance Rubber Co. ... 

Allied Carbon & Ribbon Mfg. Corp. 
Amberg File & Index Co. : 
American Dictating Machine ‘Co 
American Lithofold Corp. 

American Numbering Machine Co 
American Register Co 

Ames Supply Co. 

Associated Industrial Designers 
Atlas Stencil Files Corp 

Ayres Corp. 

Azoplate Corp 


Bankers Box Co 
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C-Thru Ruler Co 
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Davidson Corp. . 
DeJur-Amsco Corp. 

DeLuxe Metal Furniture Co. 
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Eastman Kodak Co 
Elbe File & Binder Co 
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Envelope & Paper Corp. 
Esleeck Mfg. Co. 

E-Z Sort Systems, Ltd 


Faber-Castell Pencil Co., 
Facit, Inc. . 
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Felins Tying Machine Co. 
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Ferris Business Equipment 
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J & J Tool & Machine Co. 
Jardin Associates, Inc, ... 
Johnston Adding Machine Co, 
Jones Box Corp., Jesse 
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Lassco Products, Inc. ..... 
Lathem Time Recorder Co 
Lee Products Co. 
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Ludwig, Inc., F. G. 
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As We See It... 


The letters in this Annual Survey & Forun 
issue (page 6) show continued interest in improved 
and efficient office equipment in both large and 
small offices. When a newly developed product meets 
this constant quest for office efficiency and con- 
venience, its rapid rise is assured. 


The photocopying field is a case in point. 
The present type simple photocopier was practically 
unknown four or five short years ago. Refinements 
over primitive models were so major as to justify 
calling the product a brand new system of copying. 
Its success has been phenomenal to the point where 
there are now about 155,000 of them in use through- 
out the nation's offices with no slackening of this 
rapid growth in sight. When you consider that these 
machines, plus the new ones that will enter your 
offices this year, will devour nearly $100 million 
of sensitized papers, the magnitude of the office 
market and its ever changing status becomes clear. 


The significance of this growth in an area 
comparatively unnoticed becomes more impressive 
when it is realized that the total dollar market 
for photocopying machines and supplies just about 
equals that for the big electronic computers about 
which we have heard so much for so much longer. This 
emphasizes the noteworthy non-electronic progress 
in office equipment mentioned on this page three 
months ago. 


Office executives should keep alert to these 
new products and services that become available in 
all spheres of paperwork. Today's well managed 
office can become tomorrow's costly laggard unless 
the search for new and better tools is unflaggingly 
maintained. 
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| INTEGRATED 
DATA _--©.- 
PROCESSING 


How can you put 
1.D.P.to work? 


This book tells you what Integrated Data Processing is 
how simply it can be applied to your business, how little it 
will cost you, how to start and where to start your program 
it tells you how DITTO gives you Integrated Data Process 
rg in its simplest and most inexpensive form. Regardless of 


whether you are concerned with processing of data within a 


*How DITTO 
1. BD. P. 


saves money 


ORDER-INVOICE 
Goods 
rer saves er 


000 a year a year 


PRODUCTION 
Hardware manuta 
t $24,000 


saves 


This free book gives you the answers 


single department, between departments. or throughout the 
branches and plants of a nation-wide organization, this book 
is a guide to moncy saving and increased efficiency for you 

Below are representative examples of companies like your 
ts of DITTO Inte 


own which are already enjoying the benef 


yrated Data Processing 


PURCHASE. 
RECEIVING 
Military Aircraft 
anufacturer saves 
$50,000 annually 


PAYROLL 
Construction Engi- 
neering 

saves 


annually ,RATA INTEGRATED | 


LOM SINGLE 
| MASTER ARE NEVER) | 


| REWRITTEN } 
} 


ITTO 


% Send tor 


the First Step to Aut 


omplete case histories telling how these 


Take mation in Your Office—MAlL 
DITTO, Inc., 6894, N. McCormick Rd... Chicay 
DITTO, of Canada Ltd., foronto, Ontario 
DITTO, (Britain) Ltd.. 126/128 New Kings Road, F 
At no cost or obligation, please send us 
Integrated Data Processing Brochure 
Case histories and information on how y 
effort with DITTO 1. 0. P. for 
Order. Billing 
Payroll 


Production 


Name, Position 
Company 


Address. 
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Now, like wearing 


“Magic Gloves”... 


olden Joueh. Typing 


even the underscore is automatic! 





Only The Underwood Golden-Touch Electric gives your hands such skill, 
such effortless speed, such print-perfect results with every letter! 


® Golden-Touch Keys ....Finger-tip shaped for smoothest automatic typing. 


® Golden-Touch Carriage Return. .. Top automatic efficiency; saves your strength. 
® Golden-Touch Margin-Setting... Automatic keyboard action. No wasteful hand travel. 
® Golden-Touch Ribbon-Rewind Automatic; ends messy ribbon changing. 
® Golden-Touch Copy-Dial 


Call your Underwood underwood 


low twee (ee Ul nderwooe 
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